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8.4

Processing a HIP Application Part Il

Gender: When referring to the Client, she/herself was used for simplicity. However, both
genders, male and female, may receive benefits.

8.4.4

Workgroup 2 Work Instructions

8.4.4.1 Process New Application — HIP

Step Process New Application — HIP
1. | From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.
Task 1D Task Type %gn_ed Priority Due Date  Status
9000028726 1006 - Process New Application - Health Coverage High  10/18/2007 Open
The WFMS displays the Task Home.
2.| View the Subject and Task Instructions.
= FS5& - WEMS Task Home - Windews Inlernel Explorer = [
g:.. v B et ok s o b 11 2§ HESSApghc ationen LIS TastMansgersert_tinkHomebiage.dottr | 58 Certificate Erroc f LA B
Ble E3 Yww Fpoites Jook  Help
S phgPesa - WRNS Task home D B i ek
_
: 0 r'. i Task Hodse __'__I__
Options
Clogg Task Bark Tosk Ectveped Task
1005 - Process Naw Application - Health Coverage
loetails |
Task 1D: SRO0<S3264 Seatus: Unredervad
Pronity! High Deadine: 1130/ 2007 10:52
Rasenvgd By: Last Asmignadi 12112007 21:55
Tema Worked: | 00:00 [Change] Park Deadine:
Cace Homa Page
Reviaw case nobes and complate processing of a new applcabon, which includes completing the Apphcation Entry
procass in [CES, requesting necessary venfications, and reconcding Data Broker results, If appropnate, this task may
alzo nclude, but are s not mited to initiatng a front-end ntegnty referral, an cut-of-state inguiry, or initiatng an
FSsat trush review,
L G Internet oo -
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Step

Process New Application — HIP

Under the Supporting Information cluster, click Case Home page.

[ F55A - WFMS Tazk Home - Windows Internet [::plomr

G - b ismmoatandt ook 11213HCSSigpikationjen UsfTasknagemert._tasktomePage dorta v | CtfcateBror | 41 X |E2E
Bl Edt Yew Fgvorkes Took Hep
4 |plgras - WRMS Task Home ' - - [k Poge - ChTods + T

Task Home | Help

Close Task Park Task Eorward Task
Subject

1006 - Process New Application - Health Coverage

Task 1D: 2000029726 Status: Unreserved

Priority: High Deadiing: 10/18/2007 00:00
Raszerved By: Last Assigned: 12/11/2007 21:53
Timeé Workad: 00:00 [Changa] Park Deadling:

Lase Home Paga

Task Instructions

Review case notes and complete processing of a new application, which includes completing the Application Entry
process in ICES, requesting necessary venfications, and reconciling Data Broker results, If appropnate, this task may
also include, but are is not himited to initiating a front-end integnty referral, an out-of-state inquiry, or Nitiating an
asset trust review.

Done T € Inkernet H00%  *

e The WFMS displays the Application Case Home page.
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Step Process New Application — HIP
4.| From the Application Case Home page, under the Options cluster, click Access Application
to access an image of the scanned application.
lli amily and Bocia
h"\ !\ ™ .rr s -\||||||||1| :'uu i1
tinn Case Home: CARRIE BRADSHAW - 9000032545 __T-::
Fila Date; 12/12/2007 Prafarred Language: English
¢ Animage of the application opens in a separate window; leave this window open in
order to complete the Process New Application task.
A2/12/2007 R2SL/00T L1:4ETAT GAT BEF Dot Center Dob O ODOSAT 1 o T B
Application for Healthy Indiana Plan oY
g, Suste Foerm 53421 (10-07)/ HIP 2515
T apency i meqursing e disclosue of your Socil ol "g_,
ity §C 4-1-8-1;, disch B L~
-—H-rﬂ‘hmﬂwnhmuﬁni. LD N WL
HIP - Indiana insurance aduilts.
[nfough prvate nsurance prowiders. HIP Srrosoes pey 8 6oL eount Sech Evonts ol o Sccouo 10 Cves & Sorson of ok
w mmwmmmmnumuﬂmmwuﬁm
mmmmm
mark the mm?mwm
Anthem Blue Cross & Blue Shisld 0 MODwise with AmerChoice
2. Tell us about adult members of in Place a ¥ in ihe lest column il that person is applving
us your family living in your household.
St é‘ﬂ"’m 'Em.: cars #1 vuulo_.!ﬂ’;_
o eraws Pz [m [ [ s [V
shaw/ aziv
ovlwl Erps-55 -
P nav [ gase |M|W [N |shedjgpe-]
3. Tell us about children living in your household.
T T | rT——— | T T T
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Step

Process New Application — HIP

Review the information on the Application Case Home page to familiarize yourself with the
application case. Review the Application Status. Program Applied field must be Health
Coverage and the Health Coverage field must be Healthy Indiana Plan.

If the application is invalid due to lack of signature, follow the steps in Section 8.4.3.6
Invalid Application Contains Name and Address But No Signature. <insert hyperlink>. If the
application is invalid due to lack of address, follow the steps in 8.4.3.7 Invalid Application
Contains Name and Signature But No Address. <insert hyperlink>.

Review any Notes entered by WGL1 by selecting Notes on the Left Navigation bar. Notes
may include whether any members have been found on other active HIP cases.

¢ If the individual is found in another active HIP case, review and process the change
to the other active HIP case, removing case members as appropriate.

¢ If the individual is found in an inactive HIP case, it may be necessary to reconcile
the household member details for the case associated with the current HIP
application.

e If the individual is new to ICES or has never been a member in a HIP case,
continue processing.

E dit
Access Application Rescan Application Generate Internal Cover Sheet
Send AR Information to ICES Send AE Information to ICES
Completed AR in ICES Completed AF in ICES
File Date: 11/29/2007 Preferred Language: English
Application SEatus: AR Complete ] [Health Coverage: Healthy Indiana Plan j
ICES Application Number:: 2000085643 HIF Plan:
: Health Coverage State Funded or Refugee
Programs Applied: : it
Assistance:
Currently Recieving No ICES Case Number: 2000085643
Benefits?:
If yes, whats the Case
Number?:
Applying for Yourself: Yes
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Step

Process New Application — HIP

Using the left Navigation bar links, briefly review and familiarize yourself with the application
case.
¢ Click Documents from the left Navigation bar. Note if any supporting documents have
been received with the application.

o Click Members from the left Navigation bar. Review the household members. For any
female HIP applicant, compare the pregnancy question (#10) on the HIP Application to
the “Is this person pregnant?” field on the WFMS Member page.

O Documents
O Members

O Authorized
Representatives

¢ Click Authorized Representatives from the left Navigation bar. Note if the applicant has
an authorized representative.

O Members

O Authorized
Representatives

O Member Relationships

o Click Member Relationships from the left Navigation bar. Review household member
relationships.

O Members
O Authorized

L P
ERAGEEE A TR L W

O Member Relationships

Click Earned Income from the left Navigation bar.

O Assets
O Earned Incomes

O Other Incomes

e The WFMS displays the Earned Income page.
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Step Process New Application — HIP

8.| Compare the Earned Income information in the WFMS with the earned income information
on the application.

e To Add Earned Income, refer to

e To View Earned Income Details, click View next to the Earned Income. The WFMS
displays the Income page.

= FSSA - WFMS Em bers: CARRIE BRADSHAW - 9000032545 - Windows Internet Explorer

G@ - |48 e Sapplication/en_U arnedincomePage. | 14 Cortificate Errar || %3 | 3| |coooie [[=]-]
Eile  Edit Wiew Favortss Teols Help
e o [ﬁFSSA - WEMS Employved Members: CARRIE BRADSHA. .. I i dah - [rPage ~ EF Tecls v

Employed Members: CARRIE BRADSHAW - 9000032545

Is anyone in your household employed now or has anyone been employed in
the last 6 months?:

Members Is anyone in the household self-employed now or has anyone been self
Review Application employed in the last 6 months?
Checklist =
Is anyone on strike?:
Authorized
Representatives Has anyone voluntarily quit or reduced hours to less than 30 hours per
Member Relationships week?:
Solicited Documents =
Requests
Absent Parents
Assets Case Member
Earned Income View ||Edit CARRIE BRADSHAW
Other IncCome View|Edit AIDAN BRADSHAW
Expenses
Notes
Correspondence
Tasks
Case Clues
]|
2] i | )
& &P 1nrernet H125% - .

" FS5A - WEMS Employed bers: CARRIE BRADSHAW - 9000032545 - Windows Internet Explorer

& - [[@ineesescost Iocal: 112 13{HEsSApPlication en_LIS/EMFnandalcass_listEarnedincomerage, | 14 Certicate Errar_| |47 || >< | [ oo |2l
Eil= Edit. Miswe Favorites Tools Help
e o “’&FSSA—WFMS Employed Members: CARRIE BRADSHA. .. [ & - = - i Page - &% Tools -

Employed Members: CARRIE BRADSHAW - 9000032545

B > £ Is anyone in your household employed now or has anyone been employved in
Documents the last 6 months?: =
Members Is anyone in the household self-employed now or has anyone been self
Review Application employed in the last 6 months?:
Checklist =

Is anyone on strike?:

Authorized
Representatives Has anyone voluntarily quit or reduced hours to less than 30 hours per
Member Relationships week?:
Solicited Documents LA
Requests
Absent Parents
Assets Case Member
Earmed Income View CARRIE BRADSHAW

Other Income View AIDAN BRADSHAWW

Expenses
Notes

Tasks

<il I | >
3 & Internet 125% - .c
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Step Process New Application — HIP

e The WFMS displays the Modify Earned Income page where changes are to be made.
Once all changes have been made, click Save.

£ FSSA - WFMS Modify Earned Income : CARRIE BRADSHAW - 9000032545 - Windows Internet Explarer =R

& - [ Babuosiiispanatenot tem ocsl 1121 3HCSSAppicationjen_ USENFnancial ase._modfyEmnedincome, v | CorthataErron | *7| % | | [k
Ebe Edt Wew Favortes ook Help

U 4% |plrssa - WFMS Modfy Esmed Income | CARRIE BRADS. .. | BB B e O

S Modify Earned Income @ CARRIE BRADSHAW - 9000032545

Employed Member
«Eaming Member: | [N R TR i

Employment Details

Bagin Date: | 10/4/2005 | &3 End Date: | | &3
Employer Name Ofslx:ﬂ:: VICTORIA'S SECRET Employer Phone Number: || 765-414-0085

Pay Day: Friday bt Weekly Hours Worked: 30

. [10.00 Gross Amount(Before [300.00
Hourly Wage: _ tions):

Income Reciaved | weekly =
Frequency:

Do hours vary?: -No -

If Other, please specify: |

Self Employment

Is this member self employed now, or has been self [
employed in the last & months?:

If "vas", type of work?: [ v:
Enter monthly Hours of self employment: [0.00

Done T & nternet H 0% -

The WFMS displays the Earned Income page.

9.| Click Other Income from the left Navigation bar.

O Assets
O Earned Incomes

O Other Incomes
O Expenses

e The WFMS displays the Other Income page.

10| ¢ Compare the Other Income information in the WFMS with the other income information
on the application.

e To Add Other Income, refer to

e To View Other Income Details, click View next to the Other Income. The WFMS
displays the View Unearned Income page.

e To edit Other Income, click Edit next to the Other Income to be modified.

e The WFEMS displays the Modify Other Income page where changes are to be made.
Once all changes have been made, click Save.

e The WFMS displays the Other Income page.
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Step

Process New Application — HIP

11

Click Expenses from the left Navigation bar.
L

L]

L]

The WFMS displays the Expenses page.

12

e Compare the Expenses information in the WFMS with the expense information on the
HIP application.

e To Add an Expense, refer to Section 8.4.4.4, Processing a HIP Application WI Part Il
Add Expense <insert hyperlink>.

e To View Expenses Details, click View next to the Expense. The WFMS displays the
Expenses Details page.

e To edit an Expense, click Edit next to the Expense to be modified (for HIP this is
Dependent Care Payments).

e The WFMS displays the following page:

e Modify Medical Expense page where changes are to be made.

e Modify Dependent Care Payments page where changes are to be made.
e Once all changes have been made, click Save.

e The WFMS displays the Expenses page.
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Step

Process New Application — HIP

13

Click Health Screening Questionnaire from the left Navigation bar.

QO Case Clues

O Tasks

The WFMS displays the Health Screening Questionnaire page that lists each member
with a Health Screening Questionnaire detail page in the WFMS.

To view a member’s Health Screening Questionnaire detail, click View next to the
member’s name.

= FS54 - WEMS Health Scre

CARRIE BHADSHAW - 9000033545

Windews Inlernel Explarer
Q:- B Bt 5500k a1 e b 11 2T HCSS Ao ation o LISIEMC s IHSOPsGn dhitaonDt00s v | f Cortfemtetirer | %4 K 1=
Bl £ ow Fpvortes ook  Heb

W G0 | PSSA - WEMS Heskth Screening Questionnaie; CARRL... BB &~ e ek "

Health Screening Quastionnakre: CARRIE BRADSHAW - 9000022545

CWew ]
Agtion Case Membar iake Gf Girih
Edit CARRIE BRADSHAW 12/14/1970
iaw | Ediy AlDAN BRADSHAW 610/ 1971
i G ireeemet oo -
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Step Process New Application — HIP

14/ ¢ Compare the Health Screening answers for the HIP applicant in the WFMS with the
answers the applicant has entered in the Health Screening Questionnaire section of the
HIP Application. Note: to view another member’s Questionnaire detail return to the
Health Screening Questionnaire page and click View for that member.

(= FS5A - WEMS Health Screening: CARRIE BRADSHAW - 9000032545 - Windews Inlernel Explorer

@ e & bt FsSriat el e locat 1121
Fle B Yew Fgeorites Jook el

WG| S PSSA - WRMG Health Screenng: CARRIE BRACSHAW .., h-8

| navigation Hoalth Screaning: CARRIE BRADSHAW - 9000032545 THelp |

([ Edn ) [ Deiete | [ Ciose |

.
Case Mambes: CARRIE BRADSHAW

Health Screening Questionnabre

In tha last threo years have you been diagnosed or actnaly treated for an ntemal cancar? This mchides

but ks ot kmeted b, cancers of the: brain; head or neck; throat; esaphagus; larynx; breast; stomach;

| mtestines; calen; pancreas; fver or biary tract; ovary; prostate; testecles; bladder; bona; or bleod,:

Have you ever baen the reciphent of an organ transplant, ncluding heart, hung, Fwer, kidney of bone Mo
TETOW P

Are you cumently on a transplant waiting kst for cne of the abowve angans or baen adwvisad that yod will No
requee such # transplant within the next 12 months?:

Hawe you ever been diagnosed with or otherwise told by a medical professional that you have HIV, AIDS No
ar the yvirus that causes AIDST:

Cho you take or hava you ever taken medcation for HIV, AIDS or the virus that cacses AIDS?: No

Hawe you ever baen dagnosad with aplaste anemeat: No

Do you requere fraquent blocd ransheons dus to a madeal conditian?: No

Have you over been diagnosed with or are you baing actively treated for hamophadia, or other rare No
blisodstream diseasas meluding Von Willebrand?s disease, of congenital factor VIIT dsardar?:

Provider Informaltion
Prowider Name: DR HAND
Providar Phone:. 7659110911
Prosider Addrass: 135 MAIN 5T MARION TN
(=) (osiets ) (Ciens )

¥ G Interner # 1o -

[T foorm meeumt b Ml oot it Wl oot 15 b o

T e bt ol your alaity, pleasa answes dber Yee" 0r "Ho" i e following questions by marking ihe bor nexd i0 e
ariwesr, Thish st i Mh%*pﬂ-h“hh

[

Plan. This plan will prowide nepads, i

ummuu#‘# based e

quhm—‘—‘ﬂmpm hﬂuﬂ-!n.

mﬂmmmﬂm“huﬂ- gl 1 | Al 5

il 16 00 1BEE B i P you D, ignoed o
wmmmnmhﬂhm«nmmwnﬂ:m o (| v
‘msophagus, larpr; hung. breest. siomech. iniseines; colon; pancreas, fiwer o bilany et

N
nm;-wnu-nmd--p-_mmu‘wmqu "h(:p'l war g

nmwmutmﬂlnwudhmmauﬂmm m@ vau | Ho
g BUCh 3 FBrapRAN W B naxt 12

ﬂmw—u muummn-wmuwm e 1| e
AL o B vires et causse ADST
nmw—uqun-m for HIV, AIDS, 0F I winss Bl canmas AIDST '“I-EEJ i
TE. Hanen you v b Glagnosesd wilh plselic anera T Vau Vou d
. Do you eeguirn irecuesr biood imened.mions dus i 8 medical condiion V) Y
1. Hanem you svar Do Ghagnonad with O e you biing acihvaly aaied bor hemophila, or olfer. <D
e bloodsiseam diseases inchucing Von Wilshond's disasss, o congeniisl iscies Vil AL A M@
o AUTHORIZATION FOR RELEASE OF MEDICAL INFORMATION
1 muthorize ered et ' kol provicer samed s
Faenily e Grscial Sanvicas Adminkairasion {F 54, inchaiing: e-p:--.—uul_numun-_du
Iy pacy Wttt IdormBn et 0V o DS, i by Iﬂﬂ::-hl_ﬂ.fﬂ
o DR,
Soas it o AP Exrama Savices P o o e e Soral unde Bt Pty B4 .
| b i W @ k000 & it Copy of Bia madical b4 " e
i cormen 1o fhn reless of my ol sscuriy rumber. " rer
mmh s my wemen ltratse
ucies Pt e, 1 | ey ol iy fima i g, b 11 o, oo wll st alecd afiy
s emady inken, or ubes of discrs made belors B revocalion.

*hmdqhm«.hnlnwwhm

¢ To add a Health Screening Questionnaire, refer to Section 8.4.4.5, Processing a HIP
Application WI Part Il, Add Health Screening Questionnaire <insert hyperlink>

Indiana Bigiite ModesnHatdthFSejetning Questitagediré-t8sponse fields, click Edit next Yergien 1.4
February 29Mm@0¥er's name on the Health Screening Questionnaire page.  volume 4. HIP SSPM

e The WFMS displays the Modify Health Screening Questionnaire page where changes
are to be made. Once all changes have been made, click Save.




Step Process New Application — HIP

15| Click Home from the left Navigation bar.

=

e The WFMS displays the Application Home page.

16| From the Application Home page, under the Options cluster, click Send AE Information to
ICES.

= PS54 - WEMS Application Case Home: CARRIE BRADSHAW - 000032545 - Windows Internet Explofer

l@ = ] g et apl e, koo 112 EAHCSSADpRe ation en_LIS pgm ik v i CortficsteBrror | Y K L
Fle Edt  Yww Fgeoites  Jook  Helo

§ G R PSS - WENS Applcation Case Home: CARHIE DRADS., B - B = v ahBege - L) Tooks ~

tion Case Home: CARRIE BRADSHAW - 9000032545

Flle Date: 12/12/2007 Preferred Language: E

Application Status: AE Complete Health Coverage: ¢

ICES Application Number: 2000088688 HIP Plan: &
Programs Applled: Health Coverage State Funced or Refugee Assistance:

Currently Recieving Benefits® No ICES Case Number 2

If yes, whats the Case Number?®

Applying for Yourself. Yes

County Of Residence: Grant

REI5 MFW YORK ST w

Drone # G Inkeenet #zs% -

The WFMS displays a confirmation page. Click Close.

17| Navigate to ICES. Enter TRAN: AECSQ; PARMS: ICES Application Number. The ICES
Application Number can be found at the top of the Application Case Home page.

NEXT TRAN: PARMS :

Indiana Eligibility Modernization Project Page 8.4-11 Version 1.4
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Step

Process New Application — HIP

18

The WFMS pushes the application information through the AE driver flow in ICES.

o If the ICES Application Entry Driver flow stops, complete all applicable ICES screens
using information contained in the WFMS and on the application. Identify missing or
incomplete information in ICES with question marks.

e If ICES screen AECNR or AECFR appear in the AE driver flow in ICES, refer to Section
8.4.4.6, ICES Reconciliation Screens <insert hyperlink>.

NOTE: Make sure during the AE driver flow to enter the Enroliment Center code and the
Date Received on ICES screen AEFAG. For those applications submitted at an
Enroliment Center, this information is found at the bottom of page one of the HIP
Application. The list of enroliment center addresses and enrollment center codes is also
found by pressing # Shift Enter in the AEFAG screen. The list is also in References <insert
hyperlink to 8.7.5>.

AEFAG ASSISTANCE GROUPS - ADDITIONAL INFORMATION  12/19/07 14:59
COUNTY: 27 CASE: 2000088324 VORKER: T49703 1 REFM/HERPO
LAST ACTIVITY DATE: 12/11/07 STATUS: PENDING
FS QUTREACH/
COMM  DELIVERED -HEALTHWATCH-- { MA ENROLLMENT
CAT SEQ --PAYEE DIN?  MEALS ENDS PMP? SPEC-INT? | CTR DATE-REC D
AHC 01 03 C STEVENS N N 0003 12/03/07
1 L 1 1

Child #4 Relationship to Applicant #: Child #4 Relstionship (0 Applicani #2;
Completed by Enrcllmant Center:
[Date of spptcarion (un, o, )1 213 /O3 Conters cose: 3 Im__ﬂg.m} Drlerwiewse
1 iHa, U

_l_ o Page 1 of 4

19

Add any new member(s) to the current case on AEIID, proceeding through file clearance.

20

Complete screen AEISL — Statewide Clearance List. For an exact match, place an “X” in
the select column and Press Enter.

21

The next individual added on AEIID displays on AEISL and the same process is repeated
until all new individuals have been cleared.

22

Review screen AEISC — Statewide Clearance Results.

- - AR PE N

o e - _ - - I . o
HOMER SIMPSON 0887725 0 FAIL 01

If an individual fails file clearance, refer to File Clearance failure reason codes by entering
TRAN: RFDI; PARMS: TSCF.
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Step Process New Application — HIP

23 Run AEABC in ICES, reviewing all Assistance Group, Non-Financial, and Financial
Summary Screens for accuracy.

24 Review ICES screen AEPND to evaluate missing information and/or verification(s).

AEPND PENDING DATA FOR ELIGIBILITY DECISIONS 10/13/07 16:11
COUNTY: 27 CASE: 3000381743  WORKER: T49704 A TEST/ROGER
LAST ACTIVITY DATE: 10/13/07  STATUS: PENDING

INDIVIDUAL SCREEN INCOMPLETE INFORMATION

IDENTIFICATION
PROOF OF DATE OF BIRTH
PROOF OF DATE OF BIRTH
PROOF OF DATE OF BIRTH
PROOF OF MARITAL STATUS
PROOF OF MARITAL STATUS
PROOF OF MARITAL STATUS
PROOF OF HOUSEHOLD RELATIONSHIP
PROOF OF HOUSEHOLD RELATIONSHIP
PROOF OF HOUSEHOLD RELATIONSHIP
CITIZEN?
PROOF OF CITIZENSHIP
PROOF OF CITIZENSHIP

SMILE
HAPPY
DELIG
SMILE
HAPPY
DELIG
SMILE
HAPPY
DELIG
DELIG
SMILE
HAPPY

G
¢
G
G
G
G
G
G
G
G
G
G
G

NEXT TRAN: _ PARMS:

25| On ICES screen AECES, review all Assistance Group, Non-Financial and Financial
Summary Screens for accuracy.
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Step

Process New Application — HIP

26

Review ICES screen AEWAA. Evaluate the reason codes for potential eligibility.

T hitachmate Accessory Manager - [BCES]

B

e @] [ |o]f» 3 %] €] ee| o3l N2

TANCE G AUTHORIZATION

=
Al

51 - STAT

PEND 0 PEND us

PEND .00 PEND 0% ___ __

PARMS :

iCnnneschend Ly et fekpad co. e bocal [ 10, 1, 23.59] (TOPOOA 325 N 432 PM

A listing of reason codes can be accessed by entering TRAN: RFDI; PARMS: TSRC.
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Step

Process New Application — HIP

27

Click Case Clues from the left Navigation bar.
e The WFMS displays the Case Clues page.

I PS54 - WEMS Case Clues CARRUE BRADSHAW 032545 - Windows Internel Explorer [
o - - - - I e e I
Qf—' o v B ko fsertiak i e ook 1125 SSappbcationfen LISEMHaragedon_stCaseChamsPage. doci | 4 Certfioste brror | 4r | X -0
Ble £3t ifww Fpoites ook el
- r ey L
WG| phPota - WRNS Cinte Chuns CARRIE BRADSHAW - 3000, fh - B - & - (Chwoe - G ook -
Ll
- 3 0 jiss
.
]
Case Cluss CARRIE BRADSHAW - 9000032545 Help
Lhie Casg Degonpisn Momber Name
AEIEI Employment infermation available but nat sant. CARRIEBRADSHAW
AETE] Employment information available but not sent. AIDANBRADSHAW
AELIM Atbend School information available but not sent. CARRIE BRADSHAW
AEIIM Drug Felony information available but not sent. CARRIE BRADSHAW
AETLA Legal Guardian information availabla but not sant. CARRIE BRADSHAW
AEILs Ward of Stata smformateon avalabla but not sent. CARRIE BRADSHAW
AETIM Attend School information available but not sent. AIDAN BRADSHAW
AEIIM Drug Felany information available but not sent. AIDAN BRADSHAW
AEILA Legal Guardian information availabla but not sent. AIDAN BRADSHAW
AEIA Ward of State mformation avalable but not sent. AIDAN BRADSHAW
AEIM Attend School information available but not sent. CHARLOTTE BRADSHAW
AEIIM Drug Felony informatien available but not sent. CHARL OTTE BRADSHAW
AETEA Legal Guardian mformabon available but not sent. CHARLOTTE BRADSHAW
AEILA Ward of State mformaton avaidable but not sent, CHARLOTTE BRADSHAW
AETIM Atbend School mfermation available but not sent. MIRANDA BRADSHAW
AETIM Drug Felony information available but not sent. MIRANDA BRADSHAW
AEILA Legal Guardian information available but not sent. MIRANDA BRADEHAW
AEILY Ward of State miormaton avadabls but not sant. MIRAMNDA BRADSHAW
w
L G Inteeret # 10w -

e The Case Clues page displays information contained on the application but not sent to
ICES detail screens.
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Step
2

Process New Application — HIP
From the Application Case Home page in the WFMS, click Documents from the left
Navigation bar.

(e 0]

L

B B8 few Fpodes ok Heb

Bocumenis: CARRIE BRADSHAW - 9000032545 |

| Search Hen-Indexed Docwments | [ AMach Document | "
Action Cocument Type | Dogument Name (hent

BeceiptDate  Status
Viaw | Edit

Balated Case ||
Comaspondence Envelops F%EE’EM 12/12/2007  Received 9000032545
. Healthy
| Eelis e D ﬂﬂ?ﬂ“m”?ﬂm wg S 12/12/2007  Received S000032545
Ui incermet  100%
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Step

Process New Application — HIP

29

Review all supporting documents submitted with the application to determine if any required

verifications have been provided, according to policy.

e If any supporting documents satisfy HIP verification requirements, navigate to the
appropriate ICES screen and enter the appropriate verification code.

e Within the WFMS Documents page, click Edit. This will display the Edit Document
Details page. For each document which is acceptable verification per policy, change
the status from Received to Accepted. For each document which is not acceptable
verification per policy, change the status from Received to Not Accepted, enter in
Comments the reason the document is not accepted, and include the request for new
documentation on the pending verification checklist. This will also update the status of
documents viewed when clicking Documents from the left navigation bar.

30

If additional information is needed to complete processing the application, attempt to
contact the applicant by telephone following 4.9 Protocol for Outbound Calls <insert
hyperlink>.
¢ |f the attempted telephone contacts are unsuccessful or if contacts are successful and
verification is still required, the additional information is requested by sending a
Pending Information for Applicants/Recipients (Form 2032) to the applicant. (Refer to
Section 3.11.4.3 Create Correspondence in the WFMS <insert hyperlink>).

e If the additional information needed cannot be obtained by creating and sending a
Form 2032, then document and schedule a data gathering interview on CSOAS —
Client Scheduling Appointment Scheduler following scheduling instructions and rules in
Section 4.10, Scheduling Rules <insert hyperlink>. The scheduling code for a HIP data
gathering interview is 78.
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Step

Process New Application — HIP

3

=

From the Application Case Home page, under the Options cluster, click Completed AE in
ICES.

= FS58 - WIFMS A, n Case Home: CARRIE BRADSHAW - SO0 Windows Intermet Explorer 3
G':. - B Mt ootk apl] e loca 112 EAHCSS on z wge.de | b Cortficsterror | e -
Bl £8 Yew Fgeoites ook Heln
W OGT pRgPssa - WENS Aoplcation Case Home: CARRIE DRAD... Bi- B @k~ ihbees - GhTes - ¥
28z - -
&
il 3
application Case Home: CARRIE BRADSHAW - 9000032545 [(Help
[_Ean
ASccags Appikcats Ee i Sppibc g Doy Genar mEamal war Shaai
Sand AR Informaton to [CES Send AF Informaton 1o [CES
Completed A8 n JCES [Eampleted 2E m ICES |
Fila Data:. 12/12/2007 Prafemad Language: - English
[ Applcabion Status: 2E Complete | Health Coverage: Healthy Indiana Plan
[[IES Apphcabon FMumbar:  JOOOOHAEGEE | HIF Plan:  anthem BC/BS
. Health Coverage State Funded or Refuges
Prograins ppied: ASSELANCE:
Curently Racsving No e e 20000BE583
Hanafits?: | 1 E |

If yes, whats the Case
Humber?

Apphyng for Yoursetf: Yes

Contacts
Coumnity Of Residence: Grant
B335 NEW YORK ST

Home Addegss: . MARION, Indiana 46352 Mading Address:
Grant

Have many peopde live at this 4
- address {inchuding yoursedl)?:

iths s 0ok o] i locsk 1121 3 HCSSAppke stionjon_LISEMManagedpnCase_kstMember sPage. dotcass [as0026080145_ o T G Inkernat & poo -

Note: When AE is completed, the system now displays Case Home.

= FSSA - WIFMS Case Home: CARRIE BRADSHAW - 20

G';u- B it s raiak ] e ot 112 S = ] . v | Cortfcste Brroe | 45 -
Bl ES Ve Fpeoites  Jook  Heln

WO | pBgPSSA - WRMS Corbe Mome: CARRIE BRADSRAW - 200... | - B v ipee - Proos- T

By 89t Tmegt Broce Benalt P Genarate [nkamal Cover Shaat
Sybmit Case for Sypbber st Sybmmt Change lor Autharization

Status Date:  12/13/3007 Radetenmination Data:
Status: Open

CaseManee
o CARRIE GRADSHANS Social Secunty  S55-55-9876
Fudl Name: i
Dare of Berths | 1271471970
BE25 MEW YORK ST

Home Address: MARION, Indiana $6552 Mailing Address:
Grant
Home Phons: Cell Pl
Work Phona:

Assistance Groups

Acticn Iypa authenzed megp Status
| next Appoipenepe |
Date Siibroct Location ~
L G Inkernet o 00% -
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Step Process New Application — HIP

32| If necessary, reference the following sections to create and forward any of the tasks that
are necessary for processing the application:
Refer to Section 8.4.5.6, Processing a HIP Application WI Part Il, Initiate Suspected Fraud
Referral Task <insert hyperlink>
Refer to Section 8.4.5.10, Processing a HIP Application WI Part Il, Initiate Systematic Alien
Verification Entitlement (SAVE) Request Task <insert hyperlink>
Refer to Section 8.4.5.11, Processing a HIP Application W1 Part Il, Initiate ACS Policy
Request Task <insert hyperlink>

33 In ICES, enter TRAN: CLRC; PARMS: ICES Case Number.

e Enter case notes regarding the application processing (following guidelines for entering
information into CLRC.) Refer to Section 4.4, Documentation Guidelines <insert
hyperlink>

34 Click Data Collection Checklist from the left Navigation bar.

[ Data Collection Checklist |

e The WFMS displays the Data Collection Checklist page.
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Step

Process New Application — HIP

35| On the Data Collection Checklist, mark the box Complete when the Checklist Item is

completed.

Be sure to click the checkbox next to the HIP AG.

(&

Data Collection Checklist: HIP CASEONEA - 2000085411

21

@ The oldest checklist is being displayed

Read Previous Checklist Read Current Checklist Create Checklist
Checklist Details
Type: Data Collection Checklist Status: Completed
Checklist: 1 of 1 In Progress/Completed: 0/1 (1)
Application /Redetermination Data Collection Checklist for:
1 Category Seguence Payee Status
HIP Medicaid for Mon-Caretaker 01 Open

Checklist Items

Complete NJ A Checklist ITtem

ECII"I'IP'E 1] 1) chackisl [tam -
= O Apphe aton data and any default valees reconciled/updated in [CES
O = Requred Data Broker request submitted for desgnated program types
O = Data Cofechon mteénmew completed [FS, TANF, Adult Medicawd onby 2% appropnate)
U :‘-ﬂ Crats Braker nfarmation récosciled [NA f Régurad Dats Broker itém 13 BAJ
O = For Aot cases, if assat trust present, Assel Trust task nibated
O = For Cisabdity cases, Social Summary conpleted [Form IS51E)
|| =l Assat Trust Review completed (W74 if Assat Trust checkbst item & N/A)
B Search performed for a8 outstanding tasks and complated as appropriabe
[ O Search campleted for all cutstandng venbcations and mfarmabon processed for any vernhcaten:
F:I O Required venfications evaluated for complateness for &GS ready for State ravew and ahgih Ty
] Casa recording entarad in (CES for data collection activities complated
| = FIAT Autharization Heeded
Reason Requires! Check & reason balow or enber commsents
| apphcant faded to complate requirad mberview of returm reguerad venfication
O Apphcant has withdrawn application or documentation mdicatas malighility

Comments

_Save || Concel | :
¥ ¥
¢ Click Save.
o The WFMS displays the Data Collection Checklist page.
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Step

Process New Application — HIP

36| Click Home in the upper right corner.

o The WFMS displays the User Home page.

37

Click the Task ID for the Process New Application — [Program(s) Applied For] task with an
Open Status.

Task ID Task Type %gn_ed Priority Due Date  Status

9000028726 1006 - Pracess New Application - Health Coverage High  10/18/2007 Open
o The WFMS displays the Task Home.

38

Under the Options cluster, click Close Task.

Chavigation —— 3

Task ID: 9000051447
Priority: High
. n Reserved By:

S v b e Time Worked: - 00:00 [Change]

Primary Action

e The WFMS displays the Close Task Confirmation page.
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Step Process New Application — HIP

39 Click Yes.

:"....,.1“. . -

| 3 Familv and 54
¥ i

s Senvices Adm

e

= Close Task: processnewapp-Case - 9000051447

i Ar & you want to close this task?
k= . ﬁi "n ]

o The WFMS displays the Task Home with the next task.

8.4.4.72 Add Earned Income

Step Add Earned Income
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Step Add Earned Income

1.| From the Employed Members page, click New.

= FSSA - WIEMS Employed Members: CARRIE BRADSHAW - 9000037545 - Windows Internel Explorer 7
Gf—' y = ﬂwmmwmlﬂm ?[Emw? || x| | .
B B8 ifew Fpodes ok Heb

'ii' _tﬁ' ﬁmmmmmm« _ B+ B & - b~ ;xims..“.»

Employed Membors: CARRIE BRADSHAW - 9000032545

hmnmmuﬂmmmmw'my
5 baen employed in the last & months?:

Is amyone in the hausshald self- employed now or has o
anyone been self employed in the last 6 months?:

Is anyone on sirike?: No ¥

Has anyone voluntarily gt or redeced hours to less than | g
30 hours par waah?:

Cagg Mamber Date Of path

CARRIE BRADSHAW 12/14/1970

AIDAN BRADSHAW 6101971
hithges: ek ap0] iem.docak |1 21 3HCSSAppkcation en_LSEMPnsncisinformation_kitAssetEvidenceRage. dorape M S00ss 38 L\ Internet & 0w -

e The WFMS displays the Add Earned Income page.

(= FS5A - WEMS Add Earned Income: CARFIE BRADSHAW. - #D00032545 - Windows Internet Explorer

ent Details

Bagin Date:

M
Employer tams “gl""':“: | Emplayer Phome humber: |
Pay Day: | s Weekly Hours Worked:
. Gross Amount({Bafore
Hoasrty Wage: i T

12 this membar el amployed now, or has bean self [
amployed in the st 6 months?:

If "ves", type of work?: [ -
Entar monthly Hours of seif employmantz  0.00
[ Save ) [Save & How ) [ Cancel |
Done W G Interner L .
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Step Add Earned Income
2.| From the drop down box under the Employed Member cluster, select the case member for
whom the earned income is being added.
q Add Earned Inconts:  CARRIE BRADSHAW - 9000032545 Hlp |
Wl Seve | [Save & Mew || Concel |

CARRIE BRADSHAW Z= |

AlDAN BRADSHAW :
| CHARLOTTE BRADEHAW i a
[MIRARDA BRADSHAW Emplayer Bhone Humber:
o Waekly Hours Warkad:
Groas fumaun i Be fore
D tannsg )
¥ 1f Other, please specify:
[ i} Lo
1z thrs membar sefl employed now, of has bean 2eif 7]
employed in the last 6 months?:
If *ves®, type of wark?: [ bt
Enter mohthly Hours of sif amployesignts | 0.00
[ Sava | [Save & Naw | [ Cancol |
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Step Add Earned Income
3. | Using information contained on the application, enter earned income information in the data
fields.
ol DocCenterServiel] 2. pdf - Adobe FReader |- i
Hi'_,‘...ﬁ*s;d- & ® 1w |- ﬂuﬂ =
4%k Application for Healthy Indiana Plan DFfaHALeY
‘ﬁ Sume Form $14T1 {1887} HIP 3313 -l
11, Tl us how much total work income the applicaniis) esm.,
Applicand Appicant £2
Swrswe pmicorn | O1OH 105 e som (o) U [AB10W
End dats (MO0 T) End dets (MIADIDNYY)
Aencunt ol gross pay B b T 2O | OO Amourd of gross pay pae pered 8 T i) (O O
Howensapakrt [ Weekly [ Bhweekly [ Monthly Howotenpeie? ] Weekly [ Blweskly [ Monthiy
O Twice amonth [ Other: [ Twica a month ] Other
[rre—p———T— _-?’Q [ R —— -1.0
[R—— R~ [S———— R
D P vy O Yes B"Hn D Porn wary? O ¥es B Mo
Hame of ana rmoar Marma of aepioyer S esaghane fumom
Vickonas Seoret  (16S) 4hd-098S BostBuy (Aws) 414-5840
-
12, Tell us ¥ you or family mambars recelve other incoma from ihe types liated hare,
W your tamily has no income, initial hene:
A) 551 F) Miitary Aliolmant ) Intedest Payments O} Child Support
B] Sockal Security G) Unamploymant L} Educational income P} Employmant incoms
C} Velsran's Banefits H) Aoy M) Cash from Friends, noen childien:
D) Radroad Retirernent n Sick Benelfits Relalives, alc. Q) Other
E] Pension J)  Strike Banafita M) ‘Worker's
m Bl Add Earned Income:.  CARRIE BRADSHAW - 9000032545 ety
([ Save | [Sove & Wew | ([ Concel |
& Case Maniher: | CARRIE BRADSHAW -
Employmeant Detalls
Begin Date: | 10/04/2005 & End Dake: £
.......... sl Empipyrer Mame ur;:ﬁ::!::.: Victona's Secret Ermglayer Phone Numbar: | 7654140963
Pay. Oay: | Frday o Veeskly Hours Worked: | 30
Gross AmountiBafere [ son
Mourhy Woge: 1900 2 D-:Lun:cumz'; 300,09
’"“'":Ig;:‘;_‘l’f: Wiaekty ¥. I Othet, please spacity;
Do toes vary?: RN~
| self Employmeet |
1= thre membsar $2H employed ngw, or has bean self [:
amployad in the 386 montha?:
If *ves®, type of work?: -
Enter menthly Hours of sl employmant: | 0.00
[ Save |[Save & Wow ) [ Cancal |
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Step

Add Earned Income

Click Save

¢ |f earned income for more than one employed member needs to be added, then Click
Save & New

o Repeat Step 1-4 for each additional employed member.

The WFMS displays the Employed Members page.

Continue processing the application at Step 8 of

8.4.4.3

Add Other Income

Step

Add Other Income

1.

From the Other Income page, click New.
o The WFMS displays the Add Other Income page.

WEMS Dther Incomes 1RIE BRADSHAW - 500 Windows Internet Exploner

G i meummmv@mm] X | B

Do E% Yew Fpeotes ook e
WG| Pasa - WENE Other Incomes: CARRIE IRADSHEW - . s B o~ (P - 09 Tk -

CARRIE BRADSHAW - QDOD03IF54%5

Other Incomes:

Doss anyone in your household recene mcome?: | Yes »

In the last 3 months, has anyone received money for yo ~
room andfor board?:

Doas @myons in your housshold receive educational no
income?:

1f *ves", doas anyone i your household have educationad |y o~
OXPANSESET:

Doas anyons o your household receve shelter/utiity or  FEY «
dopandent care or medical assistance from an agency or
anathér persont:

Casg Membor  [KomeTvos =  Gossémgunt = Coedusncy

L g Intener * o =
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Step Add Other Income
2.| From the drop down box under the Member Receiving This Income cluster, select the case
member for whom the other income is being added.
= FS5A - WEMS Add Oiher Income:; CASSLE BRADSHAW - $OD003254% - Windows Internel Explorer =
O - o Massion0sontn o121 Sappk st LA ENPanGCase_ireshecth ~ et 41 % -
Ble St e Fpeortes  [ool el
-‘ G| EPESA - WENS Add Other Income: CARRIE BRADSHA. .. | Ly - B - - iDeos - 09 Took - _"
Add Other Income CARRIE BRADSHAW - 9000032545 __Help
[ Save |[Save L Mew || Cancel |
Dther Income Details CARRIE BRADSHAW
AIDAN BRADSHAW 3 Groes Amount
Incame Type: CHARLOTTE BRADSHAW Before
MIRANDA BRADSHAW Deducbions:
Date Recened: o End Date: £3
How often i £y
fthes mcoma
recoivod:
[ Sove || Sove & Mew | [ Cancel |
L igh Irkesnet I
3. | Using information contained on the application, enter other income information in the data
fields.
4.| Click Save.
e The WFMS displays the Other Income page.
e Click Save & New if more than one type of other income is to be added.
¢ Repeat Step 1-4 for each additional type of other income.
5. | Continue processing the application at Step 10 of
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8.4.44  Add Expense

Step Add Expense
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Step

Add Expense

w T E e

From the Expenses page, click New.

7 FSSK - WEMS Expentes: - Windows Internel Explorer

G:- £ hitps: lritint il oo 1 2111CSSAppke stionen LI EMPranculinformstin letfpensesieg | 5 Cortficatebrrer | 41 X
Fle £t fwe Fpertes Jook Help
WG| JPISAC WRMS Expnset

B -8 & oG- "

= Expen If yas, doas the parson for whom the expensa i beng paid fve in the household?: No « 2
; Dods anyone in your household make court crdened paymants, ncluding support, t0 persons so  w
g in another household?:
ol Medical Expense & Insurance Information
ed Ca: Dok anyone in the household have any past, recuming, or anticipated madical axpansa?: No

Iz anyone enrolled in the Madicare Prescnption program?: | No

Does anyone in the household have Health Insurance coversge (inchuding Maedicare]}?:  Yes

I3 anyone cutdds the homa required to pay the medical expensa of someona in the |[na |
hausehold?:

[ Save

Seee

Acton Expense Type Amount  SEISS0SRE pguency

Has anyons in the household lost Madicars Part A due to working?: | No &
Has aryone in the household been mwolved in-an Accident n the last 24 menths?: [N~

Shalter Expenses

Litiltiy Cost Information

Ao

Expense Responsb
Type SN pocon Frequency

Medical Cost Inflormation

it Tepe

Dependent Care Payments

Emsnse ..o Bespooslie
AmOUOt porcan  Ersauency

L\ Internet

(= FS5A - WEMS Add Expenses: - Windows Internel Explorer

e The WFMS displays the Add Expense page.

oo - b o oy
Ele Gt  Yew Fgvortes [Jools  teip
G| g PSSA - WENS Add Experass:

Add Expenses:

[ Cotficate e | 41 R

-8

Save Sove & Mew Cancel

er Cost Information

Case Mamber:

Typa of Expansa:
Dua Date:
Froquency:

Type of Expensa:
Duss Data:
Frequancy:

CARFIE BRADSHAW P )

AIDAMN BRADSHAW T
|CHARLOTTE BRADSHAW Hagin Date:
MIRANDA BRADSHAW E

Case Mamber: |

Enter ULility Cost Information

» Amount:
@ Bagin Date: [

il

Enter Medical Cost Information

Check the box if youw gat help from an agency or parson to pay these expenses? : []

Check the bex i you get help from an agency or person to pay these expenses? : [

| !:nunac
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Step Add Expense
2. Using information contained on the application, enter expense information in the data fields.
3. Click Save.
e The WFMS displays the Expenses page.
e Click Save & New if more than one type of expense is to be added.
e Repeat Step 1-3 for each additional type of other income.
4. Continue processing the application at Step 12 of Section 8.4.4.1, Processing a HIP
Application WI Part Il, Process New Application — HIP <insert hyperlink>.
8.4.4.5 Add Health Screening Questionnaire
Step Add Health Screening Questionnaire
1.| From the Health Screening Questionnaire page, click New.
|".-' F554& - WiM5 Health Screening Questionnaire: CARRIE BHADSHAW - SODDDI 2545 - Windows Inlernel Explarer
G - | Hetomiiisomtokantn s ek 11 2ETCSS Ao tionien LISIEMCase kS moa datemselDms028 [ Corthiatetrrer | 42| % &
Bl G e Fgvoites ook el
W | JPSIA - WENS Heakh Screening Questionnaine: CARRIL. - B i - (e - (ol - *
e _ -
‘@’ '::ul:-lull.:. = Adminisration
, CARRIE BRADSHAW - S000032545%
Case Membar Date OF Garth
CARRIE BRADSHAW 12/14/1970
Wi AIDAMN BRADSHAWY 5/ 10/1971
-_—
L - # G Inteenet I .
2.| Using information contained on the application, enter the applicant’s responses to each
Health Screening question.
3.| Click Save if there is no additional applicant or Save and New if there is an additional
member.
e The WFMS displays the Health Screening Questionnaire page.
4.| Continue processing the application at Step 14 of Section 8.4.4.1, Processing a HIP
Application WI Part Il, Process New Application — HIP <insert hyperlink>.
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8.4.4.6

ICES Reconciliation Screens

ICES reconciliation screens appear in the driver flow when AE Information is sent to ICES from
the WFMS Application Case for members known to ICES. ICES reconciliation screens allow
you to choose which data (either WFMS application case data or pre-existing ICES data) pre-
populates fields in ICES during the AE push.

Step ICES Reconciliation Screens
1.| ICES screen AECNR displays results when differences exist between data contained in the
WFMS application case and existing ICES data.
ﬂ ICES - EXTRA!Y® Enterprise 2000
D8 &)« |- |@F5 3 %) SIS ble) 2@l %]
AECNR CURAM NON-FINANCTAL DATA SELECTION 08/ 7 17:46
COUNTY: 78 CASE: 3000366314 CURAM APPL: 8000009189 RCR S TEST/BUDDH
LAST ACTIVITY DATE: STATUS: PENDING ICES INDIV NBR: 300078684299
CURAM INDIV NBR: 800000009147
NBR FIRST MI LAST SUF SSN DOB  SEX RACE
01 TOM MOSO 308288989 10/10/78 M A
————— DATA DESCRIPTION---- --CURAM- --ICES-- SEL(C/T)
MARITAL STATUS SI
MARITAL STATUS BEGIN DATE
LIVING ARRANGEMENT 01 01
LIVING ARRANGEMENT DATE 05/25/07 09/09/99
HISPANIC OR LATINO
WHITE
BLACK OR AFRICAN AMERICAN
ASTAN
AM INDIAN/ALASKAN NATIVE
HAWAIIAN/PACIFIC ISLANDER
DRUG FELON?
DATE OF ACTION
NEXT TRAN: PARMS :
4el i :01.0
o) Geomi I0QBANTNEND ‘mpw B e
[T S ———— MerosoftExcel +| () 1EM Aasonal Clea sanra e .. [N &) Couments - bar /5 83&’: e ,,I.m-mr,,
Determine which data should be populated in ICES. If data contained in the WFMS
application case should be sent to ICES, enter ‘C’ in the Select column. If data previously
known to ICES should remain, enter ‘I’ in the Select column.
Complete AECNR for all household members. Hit PF20 to access AECNR for additional
household members, as necessary. Once AECNR is completed for all household members,
hit PF18 to Apply Selections. Based on information selected on AECNR (whether C or |
entered), the Send AE Information to ICES process will continue.
Hit PF1 to access screen level help.
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Step ICES Reconciliation Screens
2.| ICES screen AECFR displays results when differences exist between data contained in the
WFEMS application case and existing ICES data.
2 ICES - EXTRA!Y® Enterprise 2000
D8 &) < [o|e 5 3 %) 5I8] ble) @[] %]
AECFR INDIVIDUAL DETAIL DATA SELECTION 08/25/07 17:48
COUNTY: 78 CASE: 3000366314 CURAM APPL: 8000009189 RCR410 S TEST/BUDDH
INDIV NUM FIRST M LAST SUF  SSN DOB S R
300078684299 TOM MOSO 308288989 10/10/78 M A
CURAM INDIV NUM: 800000009147  DATE LAST ACTIVITY: 04/25/06 ACTION
SOURCE TRAN CONTENT EFF DATE (K/R/D)
CURAM  AERLA PRE-PAID FUNERAL AGREEMENT 150.00 10/10/02
CURAM AERLA SAVINGS/CHRISTMAS CLUB 150.00 08/09/99
ICES  AERLA CASH 150.00 08/09/99
NEXT TRAN: PARMS :
48 )7 /7
4 e i 00U NE | S BEE o
L b e e T PRI - oo [T e e— o 1A e
Review the results and determine which data should be populated in ICES.
A Curam source indicates the information is contained in the WFMS application case. If
data contained in the WFMS application case should be sent to ICES, enter K in the Action
column. If data contained in the WFMS application case should not be sent to ICES, enter
D in the Action column.
An ICES source indicates the information has been previously entered in ICES. If
necessary, enter R to review the ICES data. ICES will display the appropriate screen. If it is
not necessary to review the ICES data and only ICES data results display on AECFR, hit
PF18 to Apply Selections.
Complete AECFR for all household members. Hit PF20 to access AECFR for additional
household members, as necessary. Once AECNR is completed for all household members,
hit PF18 to Apply Selections. Based on information selected on AECFR (whether K or D
entered), the Send AE Information to ICES process will continue.
Hit PF1 to access screen level help.
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8.4.4.7  Add a New Program HIP

Note: For HIP cases, this will occur if a member of a household with an active HIP case is not
active for HIP and then applies for HIP. This task is received by WG 1 and forwarded to WG 2
for processing. The task is received as New Application Ready for Initial Review.

Example: An individual is approved for HIP in January 2008; in March 2008 this individual’s
husband applies for HIP.

Step Add a New Program HIP
1. From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.
Task 1D Subject
202 New Application ready for Initial Review - 519.
The WFMS displays the Task Home.
2. View the Subject and Task Instructions.

Task Instructions:

e Review case notes and complete processing of new application, which includes
completing the Application Entry process in ICES and requesting necessary verification.

e If appropriate, this task may also include, but is not limited to initiating a front-end
integrity referral or an out-of-state inquiry.

Note: Since resources are not reviewed, an asset trust review is not performed for HIP. A
front end integrity referral is not typically performed.

3. Under the Supporting Information cluster, click Case Home page.
e The WFMS displays the Application Home page.
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Step Add a New Program HIP
4, From the Application Home page, under the Options cluster, click Access Application to
access an image of the scanned application.
h) St
'. Application Case Home: 514 - SALLY JONES [CHels |
= Edit
O Options
O pplication Rescan Application Initiate Data Broker
O Send AR Information to ICES Send AE Information to ICES
. : Completed AR in ICES Completed AE in ICES
e Animage of the application opens in a separate window; leave this window open in
order to complete the Add a New Program [Program(s) Applied For] task.
LIVI2I007 121207 L1 43T4T GAT EDP Do CESTEr Job O (00T L = i e
“DFRIHAED"
R
*This ageacy & requésting the daclosore of your Sockal PR g
Security Mumber in sconedance with 1T 4-1-8-1; disclopare PR ¢
i mandstory and thit record cannot be processed withot it. AL R L abe L -_I
HIP - the Healthy Indiana Ptan — is & health insurance plan for adults. HIP provides a comprehensive package of benefits
through privale insurance providers. Hpmmummmmm:nmhm-mum
m mmmmmmwuuwmmmmnﬂm )
1. nmwwmmummmeﬂmﬂuﬂunmmmmmmmm
mark the box next to chosen plan below.
Ezl:mmofmamm [0 MDwise with AmeriChoice
Name (Firat, M1, Laat) - “Sockd Secorty # -.nh: Race | g h‘l:'* u&:‘n "
MWDONYY wvs n%ci YeaiMe | spphying |
m;mmn p.ii‘-'l'?o 555'515_ m W F 5‘ \/
%ghaw AFW il
ovlol pps-55
. 2qq0 |™M |W ™ hushand| (g2 |
3. Tell us about children living In your household.
1 1 | rT— T T T
5. Navigate to ICES. Enter TRAN: AEREV; PARMS: ICES Case Number.
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Step

Add a New Program HIP

On ICES screen AEICP, enter “H” for the HIP applicant. No other program fields may be
selected because this is a HIP case.

T Attachmale Accessory Manager - [ICES]

B

(3] v
CHOICE OF PROGRAMS
7 SE : 2000088688 WORKER :
E: 12/12/07 STATUS: PEND
IDUALS APPLY FOR CASH, MEDICAL, F5:

Ol=l@| 8| | |@][» 3| %) sl o]

P
P

INDIVIDUAL CASH MEDICAL ,FS5 CASH | MEDICAL| FS ENROLL
4 CARRI B H \ N

3 AIDAN B \ i q N
2 CHARL B N A - N

1 MIRAN B

NEXT TRAN: PARMS :

E |

e Lo Feat g ] ook, e bacal [ 10, 1,.23.59] {TOPOO

7. Complete all applicable ICES screens using information contained in the WFMS and on the
application. Identify missing or incomplete information in ICES with question marks.
8. Run AEABC in ICES, reviewing all Assistance Group, Non-Financial and Financial Summary
Screens for accuracy.
Indiana Eligibility Modernization Project Page 8.4-35 Version 1.4

February 29, 2008 Volume 4. HIP SSPM




Step Add a New Program HIP
9. Review ICES screen AEPND to evaluate missing information and/or verification(s).
T Attachmale Accessory Manager - [ICES]
!
Digld & | |=lfn 3 ®] 8l «le 2@l x|
AEPN PENDING DATA FOR ELIGIBILITY DECISIONS
DUNTY: 27 CASE: 2000088688  WORKER:
LAST ACTIVITY DATE: 12/12/07 STATUS: PENDING
INDIVIDUAL SCREEN NCOMPLETE INFORMATION
B PROOF OF DATE OF BIRTH
B PROOF OF DATE OF BIRTH
B SSI STATUS
B SSI STATUS
B 551 STATUS
B SS5I STATUS
B PROOF OF HOUSEHOLD RELATIONSHIP
B PROOF OF HOUSEHOLD RELATIONSHIP
B PROOF OF CITIZENSHIP
B PROOF OF CITIZENSHIP
B PROOF OF INDIANA RESIDENCY
B PROOF OF INDIANA RESIDENCY
B SPOUSAL SUPPORT?
PARMS
:‘Tm‘: o Faded bpchpnd cick. b bocal [ 10, 1. 23,59 {TOPOOI 323 hl. F-. 06 PM
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Step

Add a New Program HIP

10.

Review ICES screen AEWAA. Evaluate the reason codes for potential eligibility.

T Attachmale Accessory Manager - [ICES]

B

Y: 27 CASE: 200
ACTIVITY DA - S: PEND

LY Al
CAT SEQ RE AYEE A STAT ***REASON CODES**¥**
MAHC 01 _ C BRADS PEND PEND 273 096 ___ __
MAHC 02 _ ARADS  PEND PEND 096 ___ __

PARMS :

e Lo et g ] ook, e bocal [ 10, 1,.23.59] (TOPOO) 323 NLM 432 PM

e A listing of reason codes can be accessed by entering TRAN: RFDI; PARMS: TSRC.

11.

Review Data Migration Case Clues.

12.

From the Application Home page in the WFMS, click Documents from the left Navigation
bar.

L]

Documents

e The WFMS displays the Documents page.

13.

Review all supporting documents submitted along with the HIP application to determine if
any required verifications have been provided, according to policy.

e If any supporting documents satisfy verification requirements, navigate to the
appropriate ICES screen and enter the appropriate verification code.
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Step Add a New Program HIP

14. If necessary, reference the following sections to create and forward any of the tasks that are
necessary for processing the application:

Refer to Section 8.4.5.6, Initiate Suspected Fraud Referral Task <insert hyperlink>

Refer to Section 8.4.5.10, Initiate Systematic Alien Verification Entitlement (SAVE) Request
Task <insert hyperlink>

Refer to Section 8.4.5.11, Initiate ACS Policy Request Task <insert hyperlink>

15. In ICES, enter TRAN: CLRC; PARMS: ICES Case Number.

NEXT TRAN: CLRC PARMS: 3000076384

e Enter case notes regarding the application following guidelines for entering information
into CLRC, refer to Section 4.4, Documentation Guidelines <insert hyperlink>.

16. Click Home from the left Navigation bar.

navigation
[ ]

e The WFMS displays the Case Home page.

17. Click Data Collection Checklist from the left Navigation bar.

[ ' Data Collection Checklist |

e The WFMS displays the Data Collection Checklist page.
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Step Add a New Program HIP
18. On the Data Collection Checklist, check Healthy Indiana Plan in the Application/Re-
determination Data Collection Checklist for section and certify the Checklist Item indicated
as complete.
A& - WEMS Dat i ZDDDDBEIT T (messages present) - Windows Internetl Explorer F |k
G.:.. ] bttt s o b 1 2T PSS Apche stionn_ LIVEME rvdind checHistDiatabage dotcase v | Cortficstebrer | 41 X 2
e £ Yo Fpeoites  Jook el
GG pgPeta - WNS Data Cobection Chadt: HIP CASEOHE..., _ =B &= ireene Prem- "
Gm e Type: Data Collection Checklist Stalus: Complated &
Checkists 1 of 1 In Progress/Compheted: | 0/1 [1)
T Chackist Ttam
= O Apphcaton data and any default values reconciled/updated in ICES
E =] Required Data Broker request submitted for designated program types
El = Data Collection interview comphated [FS, TANF, Adult Medicmd onby as appropriate)
O = Daka Broker information récenciled (N4 if Requirad Data Broker item is H/A)
il = For Adult cases, if asset trust present, Assat Trust task inivated
il ] For Digabdity cases, Social Summary completed (Form 2518)
| = Asset Trust Review completed (M/A if Asset Trust checkhst item s N/A)
= Search performed for 3 outstanding tasks and completed as appropriate
[# O Search completed for all outstanding venfications and mformation processed for any venficaton:
= O Required venfications avaluated for complatenass for 4G5 ready for State review a0d ehgbiity
= Case recordng entarad in ICES for data collection activibies completed
O = FIAT Authonzabon Meedad
Override Checkiist
Reascn Reguired! Check & resson beiow oF enter commsents
0 Apphcant fadad to complete required imberview of retum regured venfication
L oy o T T A Wy S R ——— Sty CU S O St M
L] ¥
iy L i ineesnet & It =
¢ Click Save.
o The WFMS displays the Data Collection Checklist.
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Step Add a New Program HIP

19. Click Home in the upper right corner.
e The WFMS displays the User Home page.

= F55A - WEMS ACS Supervisor He

e - Windows Internel Explerer

G: = [ hetofsotot g e o 12T AMCSSAppk ationen UIS{ACS_Sperviscr_homePsge.do?_opl | o Centfcatebor | 1 A
Ble £ Yow Fpoiss Joos  Help
W Gr |gPata - WS ACS Suervisor Home B - B o (e - G oo

ACS Supervisor Home

sy shoricns o
Process Ragueast for Servicas

Case
Craats spphoabion Cass Rocumant
Craate Usar Defined Task Lask
Change Pagswprd Mgar

L i ineesnet &, 100
20. Click the Task ID for the New Application Ready for Initial Review with an Open Status.
Task ID Subject
292 New Application ready for Initial Review - 519. T
he WFMS displays the Task Home.
21. Under the Options cluster, click Close Task.
Task Home
Options _
Park Task Forward Task
8.4.4.8

HIP Potentially Duplicate Application/Re-determination
When an application is first received, the WFMS determines whether there is another active or
pending HIP application case in the WFMS, and if so, creates a Potentially Duplicate
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Application/Re-determination task that is forwarded to a HIP Eligibility Associate or Eligibility
Specialist in HIP Workgroup 2.

A Potentially Duplicate Application/Re-determination task is created for the second HIP
application case and contains the first application Case Number in the task name. The WFMS
searches for active or pending application cases based on primary Client name and DOB. The
HIP Eligibility Associate or Eligibility Specialist must determine whether the two HIP applications
are exact duplicates, whether an application is for an active HIP assistance group (HIP
assistance groups contain only one HIP eligible individual), or if the potentially duplicate
application must be processed as a separate HIP application.

Step Potentially Duplicate Application/Re-determination
1. From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.
Task ID Task Type ;‘_xz._sign;ed Priority Due Date Status
0000043341 égggo—zggéintially Duplicate Application/Redetermination High 12/3/2007 Open
e The WFMS displays the Task Home.
2. View the Subject and Task Instructions.
Task Instructions:
¢ Review the application or re-determination.
e Check the WFMS and ICES for any case notes related to this case.
e Search to see if there is a match to any other pending or open application or re-
determination.
e If there is a match and the duplicate hasn’t been registered, link it to the original
application or re-determination.
o If the duplicate has been registered, link it to the original and send to the State to
dispose of in ICES.
3. Under the Supporting Information cluster, click Case Home page.
e The WFMS displays the Application Home page.
4. From the Application Home page, under the Options cluster, click Access Application to
access an image of the scanned application.
."P"_‘ - e .—.\:
;@) Sitptaahloes 4 IS
rr— . e —
O I Options
Q Access Application Rescan Application Initiate Data Broker
L Send AR Information to ICES Send AE Information to ICES
. , Completed AR in ICES Completed AF in ICES
¢ An image of the HIP application opens in a separate window; leave this window open in
order to complete the Potentially Duplicate Application/Re-determination task.
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Step

Potentially Duplicate Application/Re-determination

A3I 00T L2100 LizdizAY AT sIF Do Cester Job O OMOG4Y 1

- - _

:"'ﬁ\ Application for Healthy Indiana Plan St
A Suate Focm 21 (10-07) / HIP 2515
g _

*This ageacy is requeting the dinclosoes of your Social e
Security Mumber in scoordance with IC 4-1.3-1; disclosure RN
is mandatory and this record camot be processed withowr . sl S0 -—I

1. Ifyuumdlwhhdmhglhulhplmpluueﬂ . health choice, please
Anthem Blus Cross & Blue Shisld O MDwisa with AmeniChoice

HIP — the Healthy Indiana Pian - is 8 heaith insurance plan for adults. HIP provides a comprshensive package of benefits
through privale insurance providers. HIP enroliees pay a sel amount each month into an account to cover a portion of their
expenses. Enrollees who do not make monthly payments will be dissnrolied and can not reapply for 12 moniths. )

b Sih it bt LT

2. Tell us about adull members of your famiy living in your household. Place

s Date ol Wiarfcal

m,m‘;-n Birth *Social Security § m

Applicant -5i5-
%ghaw Mg |
.- ovlol Eps-55 - m
P v kL 2430
3. Tell us about children living in your housshold.
1 1 | JrT— T T T
Indiana Eligibility Modernization Project Page 8.4-42 Version 1.4

February 29, 2008

Volume 4. HIP SSPM




Step

Potentially Duplicate Application/Re-determination

G

Click Home in the upper right corner.
e The WFMS displays the User Home page.

v B it stk s o 11 2SS gl tonfen LISIACS_Siparviso_hormPage ds7_otpu | Cortfosta brrer | *1| X
Gle B fww Fpeodtes Jook e
WO BPSSA - WENS ACS Supsrvissr Homa

Fis B & v rBes - GTak- 7

ACS Supervisor Home

| Cr——— T ——

Process Ragueest for Services

Lase
Apply Now Parsan
Creats Appheabon Case Botumsnt
Croate User Defived Task Lask
change Pagswpsd Mser

Gap Maxt Task

Task ﬁ%‘f‘mﬂ Task Mams Status prigrity Due Date
L G irneenet A p0 -
6. Using the Case Number in the Potentially Duplicate Application/Re-determination Task
Name, perform a search. EEISHISEGONENIENSEA A ISEHOTS S SRS
search for application case #1.
7.

Review the Search Results. Note the Case Type and Status.

navigation

recent items

Search Case

@ The Case Reference was only used for the search. All other information was ignored.
Search Criteria
icEs Case Coe [y Geelsz |
Number: | | Type: _ Reference: L |
SSN: | | 1ces rD: | |
First: | Middle/MI: | Last: I
(mm/dd/yyyy): | e _
Kddross Linet: | | Aﬁ;‘“ | | county:
City: | State: |1ndiana M Zip Code: I

[ search ][ Reset | [ cancel |
Search Results (Number of Items: 1)
Case Name 55N

LOIS GRIFFIN 30000145

Case Type
Application

Date Created
8/10/2007

Indiana Eligibility Modernization Project

Page 8.4-43 Version 1.4

February 29, 2008

Volume 4. HIP SSPM



Step Potentially Duplicate Application/Re-determination
8. Click Case Name.
e The WFMS displays the Application Home page.
9. From the Application Home page, under the Options cluster, click Access Application to
access an image of the scanned application.
@
f slication Case Home: 514 - SALLY JONES [(Heip ]
| | options
pplication Rescan Application Initiate Data Broker
Send AR Information to ICES Send AE Information to ICES
ot Completed AR in ICES Completed AF in ICES
¢ An image of the application opens in a separate window; leave this window open in
order to complete the Potentially Duplicate Application/Re-determination task.
A3/12I00T LEML/I00T LizdRd} waT WDF Do Ceaver Job O 0D0MMY L ) -
e -755 Application for Healthy Indiana Plan DrTOHAY:
a Soate Foem 53420 (10-07) / HIP 2515
*This ageacy is requesing the dischosoee of your Social . g
Security Mumber in sconedance with IC 4-1-8-1; dsclosure e 8 >
-—H-vﬂtbmdu-uum*l ALY Eamd AL - _I
HIP - the Healthy Indiana Pian - Is a health insurance pian for adults. HIP provides a comprehensive package of benefits
through privale insurance providers. Hrmmlmmmmm;mmbm-mdm
w mmmmmmmuummmumwﬁm
1. Ifyaumdhthhdmhg mmmum—u&-ﬂmn hlnmda health choica, please
Mﬂmmmuamm O MDwisa with AmeriChoice
2. Tell us about adull members of your famiy living in your household. Plac
for HIP.
Naevws (First, ML, Last) ol “Socil Security # _.tm_ Race | be= EEFF Cltizen? rh
MDDV L Aol | Vos /Mo | sppiying |
Cavyie B0 > 7295 Im (v | F < | v
chaw AFW Y
n
ovlol pps-55 - W
m Yand v
W o [ g490 | ™ rushund] (2
3. Tell us about children living in your housshold.
1 I [T T T T
10. Compare the images of both HIP applications to determine if they are exact duplicates.
Exact duplicates contain exactly the same information.
11. Click Notes from the left Navigation bar.
L] 3 4
O Communi
e The WFMS displays the Notes page.
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Step Potentially Duplicate Application/Re-determination

12. Review any notes for this application to determine the status of application processing.

13. Under the My Tasks cluster, click the Case ID for the Potentially Duplicate Application/Re-
determination task with an Open Status.

e The WFMS displays the Application Home page.

14. Click Edit.
e The WFMS displays the Modify Application Case Home page.

15. Using the drop down box for Application Status, select ‘Duplicate’ if the applications are
duplicates.

e If the application is not a Duplicate,skip to step 18.

= F55A - WEMS Modify Application Case: CARRIE BRADSHAW - 2000032545 - Windows Internet Explorer

G - Bttt im0kt s b1 2SS atonon LI/EMBreftgpheshon,modfyCasebos | Contbita i | 41 %
o £3 e Fyeorites ook el

WG |RBPEA - WEMS Madiy Apgkeation Case: CARRSE BRAD ., £+ B &~ (irPeon - (0 Took -
. ~ g 5 =
RAL
n -
Modily Application Case: CARRIE BRADSHAW - DOO003 2545 _Hi I

[ Save |[ Concel j

Program Requested

- @ - N Foed [ Health [
All Programs: Cash: e ok
Haalth Coverage:  Healthy Indiana Plan -
HIF Plan: | antham BC/BS %
State Fundod or Refuges Assstance: 4

Currenthy rechving o« I Yes, What is the

Banafits?: Casa Numbar?;
Prafermad Language: | English ~ Apphcation Status: | ~
N~ m

Deny
Participant Home Addrass Cantanus E
Recommendad for Paymeant

ST (0325 MEW YORR ST Data Collection/venfication Sent to CSHCS
Aptilot: Assessment Requested
Agzesament Pending
wCity: | | MARION assessment Complate
wStata: | Inchana b A:e;lsmqnl:' Iﬁzzﬂvtﬂ

Submittad = Redafarmnation

Submutted - Add a Program I
| Submitted - Valid

| |Submitted - Irneabd

Participant Mailing Address

%

16. Click Save.
¢ The WFMS displays the Related Search Case page.
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Step Potentially Duplicate Application/Re-determination
17. Enter Application Case #1 and click Select to link the applications.
UEEBDUI.\EI'IT.\DEBHIlZl.j.IHL‘JhRDD|IEa[IDnJEn_Ll‘JIKEIB[EGLESB__SEBI’EHF\E[IDH.GD V|@'Lerur|catatrrnr |Iv1 :ﬁ; LIE =earchn ||:"
;5 Tools  Help
elated Search Case (messages present) [_1 ﬁ = B @ x iﬁ’ﬁage o @ Toals = it
Related Search Case Help |
@ only the ICES/Curam Case Number was used for the search. All other personal information was ignored.
ICES/Curam 9000032304 Case
Case
Nimiber Reference:
SSN: | |
(Don't enter ICES RID:
dashes) =
First: ‘ Middle/MI: =T
|
Lir::is:i ‘ U,::;E:i County:
City: ‘ State: Zip Code:
(_search ][ Reset ][ Cancel |
Action Case Name SSM Case Tvpe Case Reference Date Created Status
Select Perry Spencer Application 9000032304 12/11/2007 Open
€ tnternet H 100w v _
18. Click Notes from the left Navigation bar.
e The WFMS displays the Notes page.
19. Click New.
The WFMS displays the Create Note page.
20. Enter notes regarding any action taken; refer to Section 4.4, Documentation Guidelines
<insert hyperlink>.
21. Click Home in the upper right corner.
e The WFMS displays the User Home page.
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Step Potentially Duplicate Application/Re-determination

Open Status.

Task ID Task Type Assigned

To Pricrity Due Date

1002 - Potentially Duplicate Application/Redetermination
9000029897

e The WFMS displays the Task Home.

2000043341 High 12/3/2007

22. Click the Subject for the Potentially Duplicate Application/Re-determination task with an

Status

Open

23. Under the Options cluster, click Close Task.

Family and Social Services Administration .
Task Home ‘?
- =4 Optlons

Task Home
Close Task Park Task Forward Task

8.4.49 Phone Interview Scheduled

Note: No interview is required for HIP applications. Phone interviews are only scheduled when
the HIP Eligibility Associate or Eligibility Specialist is not able to reach the applicant by phone
and needs additional information to complete data collection that cannot reasonably be
obtained through a written pending request. If the additional information can be obtained by
requesting the information in writing, an interview is not scheduled. Instead, a Pending
Information for Applicants/Recipients (Form 2032) is mailed to the applicant. (Refer to Section
3.11.4.3 Create Correspondence in the WFMS <insert hyperlink>).

The HIP Eligibility Associate or Eligibility Specialist reviews ICES and the application to
determine if there is a phone number provided by the applicant. If no phone number is available
for the applicant, a Pending Information for Applicants/Recipients (Form 2032) is mailed to the
applicant. Refer to Section 3.11.4.3 Create Correspondence in the WFMS <insert hyperlink>. If
a phone number is provided by the applicant, a phone contact is attempted and if successful,
any additional information needed to complete processing the application is obtained. If the
phone contact is unsuccessful, the task is parked and a second phone contact is attempted.
Refer to 4.9 Protocol for Outbound Calls <insert hyperlink>. If the second attempt is also
unsuccessful, a Form 2032 is mailed. If the needed information cannot be obtained by
requesting it on a Form 2032, then an appointment for a data gathering telephone interview is
scheduled in ICES using activity code 78. Refer to Section 4.10 Scheduling Rules <insert
hyperlink>

Step Phone Interview Scheduled
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Step Phone Interview Scheduled

1} From the User Home page, under the My Tasks cluster, view the Task Name and click the

Task ID.
Assigned .
Task ID Task Type To Priority Due Date Status
0000025351 1015 - ICES Appointment Phone Interview 09:00:00-10:00:00 High 10/10/2007 Open

for ICES Application Number 3000380620

e The WFMS displays the Task Home.

2. View the Subject and Task Instructions.

)

Task Home Help

Close Task Park Task Forward Task

1015 - ICES Appointment Phone Interview 08:00:00 - 10:00:00 for <IMA STAMPSONLY >

Task ID: 9000024576 Status: Unreserved

Priority: Medium Deadline: 10/9/2007 08:00
Reserved By: Last Assigned: 10/14/2007 00:01
Time Worked: 00:00 [Change Park Deadline:

Primary Action Supporting Information

Case Home Page
Office Location

Complete data gathering interview scheduled with applicant/client. |
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Step Phone Interview Scheduled
3. Under the Supporting Information cluster, click Case Home page.
= FS5A& - WIEMS Task Home - Windews Inlernel Explarer
G[\:v - EwmmmmmmM;vﬂmw I b I .
o £3  fww Fyeodites ook el
O | Pt WENS Task home BB e - ek
: .. a " .A
r::_? : ’!; e
il i
Task Home T
'lopio0s ... .|
Cloge Task Park Task Eotwgrd Task
1015 - [CES Appointment Phone [ntarview 10:00:00 - 11:00:00 for <HIP CASEQNES =
T
Task 107 S000046850 Status: Unreserved
Pronty: High Dasdbns: | 12/6/2007 10:00
Reservod By: Last Asmignad: 12/12/2007 17:01
Tema Workad: | 00:00 [Change] Park Deadina;
Cage Home Dagr
Offics Lotation
Completa data g.athem-g mtervaw scheduled with apphcant/chent.
w
Dane L i ineesnet 0o -
o The WFMS displays the Application or Case Home page.
4, Review the information on the Application or Case Home page to familiarize yourself with the
application information before completing the data gathering phone interview.
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Step Phone Interview Scheduled
5. e Using the left Navigation bar links, briefly review and familiarize yourself with the
application case.
e Click Documents from the left Navigation bar. Review any supporting documents
received with the application.
e Click Members from the left Navigation bar. Review the household members.
e Click Authorized Representatives from the left Navigation bar. Note if the applicant has
an authorized representative.
e Click Member Relationships from the left Navigation bar. Review the household member
relationships.
e Click Earned Income from the left Navigation bar. Review household earned income.
e Click Other Income from the left Navigation bar. Review household other income.
e Click Expenses from the left Navigation bar. Review household expenses.
¢ Click Notes from the left Navigation bar. Review the notes to gain an understanding of
the application processing thus far.
e Click Tasks from the left Navigation bar. Review any outstanding tasks associated with
the application case.

6. From the Application or Case Home page, identify the applicant’'s phone number and
attempt telephone contact (following business rules) for any/all telephone number(s)
provided. Refer to Section 4.9, Protocol for Outbound Calls <insert hyperlink>.

Home Phone: Cell Phone:
Waork Phone:
¢ If the applicant has an authorized representative and has indicated this authorized
representative may be interviewed on his/her behalf, attempt telephone contact
(following business rules) for any/all telephone number(s) provided for the authorized
representative. Refer to Section 4.9, Protocol for Outbound Calls <insert hyperlink>.
e If unable to contact the applicant and/or authorized representative, refer to Section
8.4.4.10, Unable to Contact Applicant/Authorized Representative for Phone Interview
<insert hyperlink>.

7. Identify yourself as calling on behalf of the FSSA and confirm you are speaking with the
applicant before continuing with the data gathering interview.

e Inform the applicant that his/her application has been received and a data gathering
interview is necessary.

8. Navigate to ICES. Enter TRAN: AEREV; PARMS: ICES Case Number.

XT TRAN: 3000337737
NEXT TRAN: AEREV PARMS: 3000337/
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Step Phone Interview Scheduled

9. Complete the data gathering phone interview with the applicant, updating applicable ICES
screens during the AEREV Driver Flow.

e Identify missing or incomplete information in ICES with question marks.

10. Run AEABC in ICES, reviewing all Assistance Group, Non-Financial, and Financial
Summary Screens for accuracy.

11. Review ICES screen AEPND to evaluate missing information and/or verification(s).

T Attachmate Accessory Manager - [IES]

PENDING DATA FOR ELIGIBILITY DECISIONS
Y: 27 CASE: 2000088688  WORKER:
LAST ACTIVITY DATE: 12/12f/07 STATUS: PENDING

INDIVIDUAL 5 N INCOMPLETE INFORMATION

PROOF OF DATE OF BIRTH

PROOF OF DATE OF BIRTH

551 STATUS

551 STATUS

551 STATUS

551 STATUS

PROOF OF HOUSEHOLD RELATIONSHIP
PROOF OF HOUSEHOLD RELATIONSHIP
PROOF OF CITIZENSRHIP

PROOF OF CITIZENSHIP

PROOF OF INDIANA RESIDENCY
PROOF OF INDIANA RESIDENCY
SPOUSAL SUPPORT?

OO N® o

PARMS ;

e Lo Faat g ] cid e bocal [ 10, 1,23.55] (TOPOOD 325 NUM SCRL | 606 PM

12. Since it a standard practice for all staff to attempt collateral contacts when available and
allowed by policy in an effort to avoid pending for the information whenever possible, ask for
and document the necessary contact information.

e If possible, initiate a three-way conference call with the collateral contact and obtain the
information during the call. If such a call is not possible or the attempted call is
unsuccessful, this documentation is useful for a follow-up attempt.
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Step Phone Interview Scheduled

13. Click Pending Verification Checklist from the left Navigation bar.

e The WFMS displays the Pending Verification Checklist.

14. Mark the appropriate checklist items during the data gathering interview with the applicant.

= FS5A - WEMS Pending ¥ Checklizt: HIP CASEDNES - 2000085494 [messages present) - Windows Internel Exploner

Fle E8 Yew Fpotes Jook Help

U Gt | PSS - WEHES Pending Vardications Checkiet: HIPCAS,.. || BB & e rew- "

T T E— "y B -
Pending Verilications Checkiist: HIP CASEONES - 2000085494 [(help

@ The cidast checklist is baing displayed

Begsd Pravious Checklist Bead Current Chackl

Typa: Panding Varfication Checkist Status: In Prograss
Chackist: 1 of 1 In Progeess/Complated: . 1 (1)/0

Raquirad Checkistt Ttem Chents
Age

US Cibzenship

Immigration Status

Social Sacunty Number

Rassdence [ Shelter Expansa

Uity Expense

Ralaonshp

Identity HIF CASEQMNES
Bank Accounts / Financial Holdings

Wehiclas

Beal Property / Life Interest

Lifie Insurance
Ralease of Information

1000000000000

S nmmm o T m

15. Once all checklist items have been marked, click Save.
e The WFMS displays the Pending Verification Checklist.
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Step

Phone Interview Scheduled

16.

Explain to the applicant and/or authorized representative what pending verifications need to
be returned to continue processing the application.

e Explain that a pending verification request packet will be mailed to him/her with a
Document Cover Sheet.

e The applicant needs to complete the bar-coded Document Cover Sheet, placing it on
top of copies of his/her supporting verifications, and return via mail or fax by the due
date stated in the letter.

e Copies must include the name, SSN and Case Number on each document.
¢ Remind the applicant to send copies of original documents.

e Ask the applicant if he/she has any questions. Answer questions as applicable.

17.

If necessary, reference the following sections to create and forward any of the tasks that are
necessary for processing the application:

Refer to Section 8.4.5.6, Initiate Suspected Fraud Referral Task <insert hyperlink>

Refer to Section 8.4.5.10, Initiate Systematic Alien Verification Entitlement (SAVE) Request
Task <insert hyperlink>

Refer to Section 8.4.5.11, Initiate ACS Policy Request Task <insert hyperlink>
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Step Phone Interview Scheduled
18. Click Correspondence from the left Navigation bar.
P55k - WIEMS Correspondence: HIP CASEONES - 2000085494 - Windows Infernel Explorer
{? = itttk aplh] e locat 112 EAHCSSAppkc ation]en_LS/ENStandind_stCommuricstionPage.do? v | Certficste frror | 4y X ot
Bl £ Yow Fpeoies  [ook  Hep
WG| PSA - WPNS Conaspondence; HEP CASEONES - 200, IR v ipem - DTem- ©
Family and Social
Services Administ
m Correspondence: HIP CASEONES - 2000085494
i [ create ]
5
z Action Addresses Comespondence Name
. view POFIMaillEdie  HIE Motificacion de la Exigencia de Proporcionar Documern
~ Mieye POE | Mail | Edit CASEOMES Cludadania
. Wiew PDE|Mall| Edit :J:if ONES Pending Verifications for Applicants-Recipients
: Addrasses Corrgspondence Name
- HIP CASEQNES HIF CONDITIONAL APPROVAL
=4 HIP CASEONES HIP ARPPROVAL NOTICE
[+ -
# i Irkernet N o
o The WFMS displays the Correspondence page.
19. See Section 3.11.4.3, Create Correspondence Instructions <insert hyperlink> to create
pending verification checklist.
20. Go to CSOWL in ICES to mark the Client has fulfilled the appointment requirement.
e Mark a “Y” under Client seen.
21. In ICES, enter TRAN: CLRC; PARMS: ICES Case Number.
NEXT TRAN:
[ ]
Enter case notes regarding the phone interview and any actions taken. Refer to Section 4.4,
Documentation Guidelines <insert hyperlink>
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Step Phone Interview Scheduled
22. Click Data Collection Checklist from the left Navigation bar.
e The WFMS displays the Data Collection Checklist.
23. Review the Data Collection Checklist, marking items as appropriate.
16369 - Windows Internel Explorer
o £ fww Fyeodites ook el
U G0 | liesa - weNS Data Colection Chedlst: HPPY CASET... Bps B v v - (o= "
e r ; —
ilie Data Collection Checklist: MIPPY CASETWOD - 2000086369 [hielp
lopins, .|
Eead Braviews Chacklist & renk Check Cragts Checkiist
Type: Data Collection Chacklist Status:
Checklist: |0 of 1 ‘In Progrese/Complated: | 041 (1)
Application/Redetermination Data Collection Chacklist for:
[ category Saguence Bayes Status
O HIP Medscaid for Caretakers o1 Coswifitional
o Checklist Items
O Amsetf Trust Review Complete WA Checkkst Itam
o :'::“m O O applcation data and any default values reconciled/updated in [CES
HT | (] Bequired Data Broker request submutted for dessgnated program types
O | Data Collaction interviaw completed (F5, TANF, Adult Medicaid only as approprate)
Check Complets: or NSA for all items each time Checkdist is completed, unless Overriding Checklist
E 8| Data Broker information reconciled (N/A if Requirad Data Broker item is M/&)
O O For Adult cases, if asset trust present, Asset Trust task initiated
B O For Desability cases, Social Summary compiated (Form 2518)
O O assat Trust Review complated (MAA if Asset Trust checkBst item is N/A)
El Sesrch perfarmed for al outstanding tasks and completed 53 appropriate
| 0 Search completed for all putstanding venfications and nformation processed for any wenficaton:
, () 1 Bamurad warficatnne @uahatad for cemolatanase far e raady fre Stake roview and alickhilite %
Dane L i ineesnet & It =
24. Click Home in the upper right corner.
e The WFMS displays the User Home page.
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Step

Phone Interview Scheduled

25.

Click the Task ID for Phone Interview Scheduled with an Open Status.

Task ID Task Type _Iﬂ_%g_med Priority Due Date Status

1015 - ICES Appointment Phone Interview 09:00:00-10:00:00

for ICES Application Number 3000380620 ERoh | SBRLFZR DN

2000025351

e The WFMS displays the Task Home.

Tash-Homm ii

Cloge Tagk Pl Task Eotyrged Tagk

1015 - ICES Appointment Phone Intarview 08:00:00-10:06:00 for ICES Application Number 00380820

Task ID:. S000025351 Statis:r Unraserved

Pricaity? | High Deatiina . 10102007 09:00
Resorvad By: Last Assignad: 1271270007 16:88
Tema Worked:  00:00 [Change] Park Deadina:

Primary Action Supporting Information

Oitca Lacabion

Complete data gathenng intenvew EC"IEUIIE_'U with apphs ant/chent,

26.

Under the Options cluster, click Close Task.

Task Home ?

Options

Close Task Park Task Forward Task
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8.4.4.10 Unable to Contact Applicant/Authorized Representative for Phone Interview

If unable to contact an applicant/authorized representative for a scheduled phone interview, the
task must be parked and a 2" attempt must be made within the designated phone interview
appointment time block.

Step Unable to Contact Applicant/Authorized Representative for Phone Interview

1. | Click Home in the upper right corner.
e The WFMS displays the User Home page.

2. | Click the Task ID for Phone Interview Scheduled with an Open Status.

Task ID Task Tvpe i%g_med Priority Due Date Status
0000025351 1015 - ICES Appointment Phone Interview 09:00:00-10:00:00 High 10/10/2007 Open

for ICES Application Number 3000280620

e The WFMS displays the Task Home.

3. | Click Park Task.

Options

Close Task Park Task Forward Task
Subject

1015 - ICES Appointment Phone Interview 08:00:00 - 10:00:00 for <IMA STAMPSONLY >

Task ID: 9000024576 Status: Unreserved

Priority: Medium Deadline: 10/9/2007 08:00
Reserved By: Last Assigned: 10/14/2007 00:01
Time Worked: 00:00 [Change Park Deadline:

Case Home Page
Office Location

Task Instructions

Complete data gathering interview scheduled with applicant/client.

e The WFMS displays the Park Task page.

4. | Enter the Park Deadline Date.

Help |

| Park Task

Save Cancel

k Deadline Date

recent items = e
= Park Deadline Time: Eﬂ/}s{mn? ,Gj 00 |» ;
T 1

Description:
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Step Unable to Contact Applicant/Authorized Representative for Phone Interview

5. | Enter comments in the comments box detailing the reason for parking the task.

f"' F55& - WIEMS Park Task - Windows Internet Explorer

{; = i hittps:jlsira0et apll e locst 1 12 HCSSappkcation/en_ USEMManage Task_parkTackPage.dotasll v of Cortificsbe Brrar . ¥+ & g
Fie

ESt Yew Fperies [ooh b

”
WG| PSIA - WENG Park Task R e e = ) .

Services Adminisration

'_-.\.n'e 1 “l..m-'.-g'l: )
[ rocont items ]
- ™ "'I FPark Degdiing Tima 13714/ 2007 l"'}‘ 18 ¥ . 44 =

Could not contact the apphcant to complete phone smtanaew )
=1
Swe Cancel
# i Irterner 0o -
6. | Click Save.
e The WFMS updates the status of the task to “Parked” and displays the User Home
page.

7. | Within the designated appointment time block, retrieve the parked task and attempt at least
1 more telephone contact at least 10 minutes after the first attempt.

8. | Navigate to ICES. Enter TRAN: CLRC; PARMS: ICES Case Number.

NEXT TRAN: PARMS :

e Enter case notes regarding attempted telephone contact. Include telephone number(s)
attempted, time of attempt, and whether or not attempt is successful. Refer to Section
4.4, Documentation Guidelines <insert hyperlink>.

9. | Click Home in the upper right corner.
e The WFMS displays the User Home page.
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Step

Unable to Contact Applicant/Authorized Representative for Phone Interview

10. | Click the Task ID for Phone Interview Scheduled with an Open Status.

Task ID Task Type o

Assigned  priority pue Date  Status

Aeeeiies for ICES Application Number 3000380620

1015 - ICES Appointment Phone Interview 09:00:00-10:00:00 High 10/10/2007 Open

e The WFMS displays the Task Home.

11. | Under the Options cluster, click Close Task.

Forward Task

Park Task

1015 - ICES Appointment Phone Interview 08:00:00 - 10:00:00 for <IMA STAMPSOMNLY >

Status: Unreserved

Task ID: 9000024576
Deadling: 10/9/2007 08:00

Priority: Medium
Reserved By: Last Assigned: 10/14/2007 00:01
Time Worked: 00:00 [Change Park Deadline:

Primary Action Supporting Information

Case Home Page
Office Location

Task Instructions

Complete data gathering interview scheduled with applicant/client.

Threshold Approaching — Checklist Incomplete

8.4.4.11
Step Threshold Approaching — Checklist Incomplete
1. From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.
Task ID Task Type Assigned To Priority Due Date Status
9000027327 1012 - Threshhold Approaching - Checklist Incomplete High 11/15/2007 Open
e The WFMS displays the Task Home.
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Step

Threshold Approaching — Checklist Incomplete

View the Subject and Task Instructions.

Wl Close Task

Park Task Forward Task

Subject

1012 - Threshhold Approaching - Checklist Incomplete

Task ID: 9000027515 Status: Reserved

Priority: High Deadline: 10/15/2007 00:02
Reserved By: April Rogers Last Assigned: 10/14/2007 00:00
Time Worked: 00:00 [Change] Park Deadline:

Primary Action Supporting Information

Case Home Page

lRewew open issues on checklist and resolve, including searching for a missing solicited document(s) in the repository of unidentified documents. |

Under the Supporting Information cluster, click Case Home page.
e The WFMS displays the Case Home page.

Click Review Application Checklist or Data Collection Checklist from the left Navigation bar.
L 1
( Data Collection Checklis}

e The WFMS displays the Review Application Checklist or Data Collection Checklist page.

Review the check list to determine which check list items have not been marked as
Complete.

For those items not marked as Complete, attempt to resolve and/or complete unless the
tasks are assigned to another workgroup.

¢ If unable to resolve and/or complete the incomplete check list item, refer to Section
8.4.5, Processing a HIP Application WI Part Il, Initiate Tasks <insert hyperlink> to create
and forward a work item to the appropriate queue for completion of the checklist item.

If able to resolve an item(s) not marked as Complete, mark the box Complete for the item(s)
resolved.

If solicited document(s) have not been returned, click Documents from the left Navigation
bar.

L ]
(__ Documents )

e The WFMS displays the Document page.
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Step Threshold Approaching — Checklist Incomplete

9. Click Search Non-Indexed Documents. Refer to Section 3.11.3, Search Instructions <insert
hyperlink>.
e The WFMS displays the Document Search page.
10. Enter data in the Search Criteria cluster.

?
Search Criteria

Document Type: | L’ Document: |
Receipt Date From: | Receipt Date Thru: |
SSN: |
Client Name: | ;l
Select a Case Member Mame
Client First Name: | Client Last Name: |
Enter an Altemate First Name Enter an Alternate Last Name

Address Linel: |

Address Line2: |

State: l |

City: |

Zip Code: |

((Search ] [ Reset ] [ Done

11. Click Search.

e The WFMS searches the Non-Indexed Document Repository based on search criteria
entered.

12. Evaluate the documents in the Search Results to determine if the applicant submitted the

information, but the information has not been indexed to the application.

Search Results (Number of Items: 3)

Action Document Type Document Client Receipt Date  Status

Link Vital Statistics Birth Certificate  James Smith 6/14/2006 Accepted
Link Vital Statistics Birth Certificate  John Smith £/14/2006 Mot Accepted
Link Vital Statistics Birth Cerfificate  Linda Smith 6/14/2006 Received

If the document(s) is found, refer to Section 3.11.2, Document Management <insert
hyperlink> to link the document to the case..

¢ If the document(s) is not found, go to Step 13.

13. Navigate to ICES. Enter TRAN: CLRC; PARMS: ICES Case Number.

NEXT TRAN: CLRC PARMS: 3000076384

e Enter case notes regarding the status of the checklist.
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Step Threshold Approaching — Checklist Incomplete
14. Click Home in the upper right corner.
The WFMS displays the User Home page.
15. Click the Task ID for the Threshold Approaching — Checklist Incomplete with an Open
Status.
Task ID Task Type Assigned To Priority Due Date Status
9000027327 1012 - Threshhold Approaching - Checklist Incomplete High 11/15/2007 Open
e The WFMS displays the Task Home.
16. Under the Options cluster, click Close Task.
Help |
Park Task Forward Task
1012 - Threshhold Approaching - Checklist Incomplete
petits |
Task ID: 9000027515 Status: Reserved
Priority: High Deadline: 10/15/2007 00:02
Reserved By: April Rogers Last Assigned: 10/14/2007 00:00
Time Worked: 00:00 [Change Park Deadline:
Case Home Page
Review open issues on checklist and resolve, including searching for a missing solicited document(s) in the repository of unidentified documents.
Indiana Eligibility Modernization Project Page 8.4-62 Version 1.4

February 29, 2008 Volume 4. HIP SSPM




8.4.4.12 Systematic Alien Verification for Entitlement (SAVE) Response

Step Systematic Alien Verification for Entitlement (SAVE) Response
1. | From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.
Task 1D Task Type %JM Priority Due Date Status
9000050090 1096 - Systematic Alien Verification Entitlement (SAVE) Medium 12/11/2007 Open
Request
e The WFMS displays the Task Home page.
2. | View the Subject and Task Instructions.
e Task Instructions: Review the response, enter results on ICES.
3. | Under the Supporting Information cluster, click Case Home page.
e The WFMS displays the Case Home page.
4. | Navigate to ICES. Enter TRAN: CLRC; PARMS: ICES CASE NUMBER/MMDDYYYY.
' : 3000337737/07092007
NEXT TRAN: CLRC PARMS: 3 )
5. | Review the case notes related to the Systematic Alien Verification for Entitlement (SAVE)
Response.
6. | Complete all applicable ICES screens using information from the Systematic Alien
Verification for Entitlement (SAVE) Response task.
e Identify missing or incomplete information in ICES with question marks.
7. | If any changes have been made in ICES, run AEABC in ICES, reviewing all Assistance
Group, Non-Financial, and Financial Summary Screens for accuracy.
¢ If no changes have been made in ICES as a result of the Systematic Alien Verification
for Entitlement (SAVE) Response, go to Step 8.
8. | In ICES, enter TRAN: CLRC; PARMS: ICES Case Number.
NEXT TRAN:. CLRC PARMS: 3000076384
Enter case notes regarding the Systematic Alien Verification for Entitlement (SAVE)
Response (following guidelines for entering information into CLRC). Refer to Section 4.4,
Documentation Guidelines <insert hyperlink>.
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Step Systematic Alien Verification for Entitlement (SAVE) Response
9. | Click Home from the left Navigation bar.
| novigation
L]
e The WFMS displays the Case Home page.
10. | Click Data Collection Checklist from the left Navigation bar.
L
[ Data Collection Checklist
-
e The WFMS displays the Data Collection Checklist page.
11. | Review the check list to determine which check list items have not been marked as
Complete.
12. | For those items not marked as Complete, attempt to resolve and/or complete unless the
tasks are assigned to another workgroup.
e If unable to resolve and/or complete the necessary check list item, refer to Section
8.4.5, Processing a HIP Application WI Part Il, Initiate Tasks <insert hyperlink> to create
and forward a work item to the appropriate workgroup for completion of the check list
item.
13. | If able to resolve an item(s) not marked as Complete, mark the box Complete for the item(s)
resolved.
14. | Click Home in the upper right corner.
¢ The WFMS displays the User Home page.
15. | Click the Task ID for the Systematic Alien Verification for Entitlement (SAVE) Response task
with an Open Status.
Task ID Task Type _p&rz_sign_ej Priority Due Date Status
9000050090 1096 - Systematic Alien Verification Entitlement (SAVE) Medium 12/11/2007 Open
i e oy
e The WFMS displays the Task Home.
16. | Under the Options cluster, click Close Task.
Family and Social Services Administration *
Task Home ?
[ navigation )
—— % Options
Task Home i
Indiana Eligibility Modernization Project Page 8.4-64 Version 1.4

February 29, 2008 Volume 4. HIP SSPM




8.4.4.13 Medical Assignment Good Cause Response

Step Medical Assignment Good Cause Response
1. | From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.
Task ID Task Tvpe Assigned Ta Prority Due Date Status
9000036769 1094 - Medical Assignment Good Cause Request Medium  11/16/2007  Open
e The WFMS displays the Task Home.
2. | View the Subject and Task Instructions.
e Task Instructions: Review the response, enter results on ICES.
3. | Under the Supporting Information cluster, click Case Home page.
e The WFMS displays the Case Home page.
4. | Navigate to ICES. Enter TRAN: CLRC; PARMS: ICES CASE NUMBER/MMDDYYYY.
' : 3000337737/07092007
NEXT TRAN: CLRC PARMS: 3 37/0709200;
5. | Review the case notes related to the Medical Assignment Good Cause Response.
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Step

Medical Assignment Good Cause Response

Complete ICES screen AEMMQ using information from the Medical Assignment Good
Cause Response task.

T Attachmale Accessory Manager - [ICES]

B
Ole|@] 8] | |o][» 3] ®) s _e|e] 23]ad] W]

AE (MA) MEDICAL ASSIGNMENT
Y: CASE: 2000088688 WORKER:
LAST ACTIVITY DATE: 12/12/07 STATUS: PENDING

IS ANY MEDICAL ASSISTANCE APPLICANT REF
HIS/HER MEDICAL SUPPORT RIGHTS TO THE ST

ANY MEDICAL ASSISTANCE APPLICANT/RECIPIENT FAILING
OOPERATE WITH HIS/HER MEDICAL ASSIGNMENT? Y/N Y
--------------- COOPERATION----——-——-=—~=~
( VR

NEXT TRAN: PARMS :
071 - AT LEAST ONE ENTRY MUST BE ENTERED

Eld | ¢+00.1

e Lo et g ] oo e bacal [ 10, 1,.23.59] (TOPOO) 323 NUM SCRL | 65T PM

If any changes have been made in ICES, run AEABC in ICES, reviewing all Assistance
Group, Non-Financial and Financial Summary Screens for accuracy. If no changes have
been made in ICES as a result of the Medical Assignment Good Cause Response, go to
Step 8.

Note: Only run AEABC if a change as been made to the case that will cause a change in
HIP coverage for the person in the case. If someone has moved into the household, but has
not applied for HIP then just add the person and run AEABC. If the new person is the spouse
of a HIP recipient, add the spouse to the existing HIP case. If a new person who is not the
spouse of a HIP recipient, is being added to the case, and wants HIP coverage, then the
new individual will need to be put on her own application. Return to Section 8.4.3.11,
Processing a HIP Application W1 Part |, Create Application Case <insert hyperlink>.

In ICES, enter TRAN: CLRC; PARMS: ICES Case Number.

NEXT TRAN: CLRC PARMS: 3000076384

e Enter case notes regarding the Medical Assignment Good Cause Response (following
guidelines for entering information into CLRC.) Refer to Section 4.4, Documentation
Guidelines <insert hyperlink>.

Indiana Eligibility Modernization Project Page 8.4-66 Version 1.4

February 29, 2008 Volume 4. HIP SSPM




Step Medical Assignment Good Cause Response
9. | Click Home from the left Navigation bar.
——
O Home
L]
e The WFMS displays the Case Home page.
10. | Click Data Collection Checklist from the left Navigation bar.
L
[ Data Collection Checklist |
-
e The WFMS displays the Data Collection Checklist page.
11. | Review the check list to determine which check list items have not been marked as
Complete.
12. | For those items not marked as Complete, attempt to resolve and/or complete unless the
tasks are assigned to another workgroup.
e If unable to resolve and/or complete the necessary check list item, refer to Section
8.4.5, Processiing a HIP Application W1 Part I, Initiate Tasks <insert hyperlink> to create
and forward a work item to the appropriate workgroup for completion of the check list
item.
13. | If able to resolve an item(s) not marked as Complete, mark the box Complete for the item(s)
resolved.
14. | Click Home in the upper right corner.
¢ The WFMS displays the User Home page.
15. | Click the Task ID for the Medical Assignment Good Cause Response task with an Open
Status.
Task ID Task Tvpe Assigned To Priority  Due Date Status
9000036759 1094 - Medical Assignment Good Cause Request Medium  11/16/2007  Open
e The WFMS displays the Task Home.
16. | Under the Options cluster, click Close Task.
' Family and Social Services Administration .
Task Home ?
[ navigation ]
—_— Options
Task Home i
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8.4.4.14 Initiate an Out-of-State Inquiry

Although the HIP application does not include a question regarding receipt of assistance from
another state, an applicant may indicate during a data gathering interview that she has recently
moved to Indiana or that she has received assistance from another state. When this information
is provided, it is necessary to contact the other state to be certain assistance in the other state
has been closed. It is also necessary to determine when the benefits ended and if there are any
outstanding benefit recoveries or Intentional Program Violations.

Step | Initiate an Out-of-State Inquiry

1 Determine from the data gathering interview or case notes which State(s) the
applicant(s) has recently moved from or recently received assistance in.

2 Attempt to contact the state where the applicant lived. Each state has its own preferred
way for us to contact them.

e Follow the work instructions in Section 4.9, Protocol for Outbound Calls <insert
hyperlink> and 4.5, Duplicate Participation Reference <insert hyperlink> to contact
the other state.

e If no contact is made with the state by phone, park the work item and attempt a
subsequent contact following business rules. If the subsequent contact is
unsuccessful, send a notice to the other state to request the information needed.

3 e If telephone contact is made with the other state, provide your name and explain you
are calling on behalf of the Indiana FSSA. Inform the other state contact that an
applicant has indicated he/she is currently receiving or has recently received
assistance in that state.

e Obtain necessary eligibility information from the other state according to policy.

e Obtain information from the other state including when the benefits ended in that
state and if there are any outstanding benefit recoveries or Intentional Program
Violations.

If the other State indicates there are any outstanding benefit recoveries or Intentional

Program Violations, refer to Section 3.10.7, Suspected Fraud Referrals <insert

hyperlink> or Section 3.10.5, Benefit Recovery Referrals <insert hyperlink>.

4 Access the network folder.

5 Access the shared drive.

6 Open the Out-of-State Inquiry form.

7 Complete the Out-of-State Inquiry form with information obtained from the other state.

8 Name the form and save it to the hard drive of your computer.

9 From the Application Home page, click Documents from the left Navigation bar.
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Step

Initiate an Out-of-State Inquiry

.
Documents
®

e The WFMS displays the Documents page.

10

Click Attach Document.

CARRIE BRADSHAW - 9000032545

[ Search Non-Indexed Documents | [ Attach Document |

e Attach the Out-of-State Inquiry form to the case.

11

Make any appropriate entries to ICES per the following steps.

e Navigate to ICES. Enter TRAN: AEIDC; PARMS: ICES Case Number.

AEIDC INDIVIDUAL DEMOGRAPHICS CONTINUED 06/15/07 09:22
COUNTY: 49 CASE: 3000341275 WORKER: T49704 T49704 A TEST/ROGER
LAST ACTIVITY DATE: 06/15/07 STATUS: PENDING
-QUT OF STATE ASSISTANCE-
LIV=-==0CCUR--~ COUNTS MAR QECUR @ ===581-~=-%
NBR NAME TYPE DATE VR PROG TO 60 END DTE VR STAT DATE VR ST  DATE

01 HOMER § _

NEXT TRAN: PARMS :
040 - REQUIRED FIELDS NOT ENTERED

#:00.1 08/
e Enter Out-of-State Inquiry Results information in the appropriate data fields.

12

Run AEABC in ICES, reviewing all Assistance Group, Non-Financial and Financial
Summary Screens for accuracy.

13

In ICES, enter TRAN: CLRC; PARMS: ICES Case Number.
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Step | Initiate an Out-of-State Inquiry
" -
NEXT TRAN: CLRC PARMS: 30000/6384
e Enter case notes regarding the Out-of-State Inquiry Request information. Enter
notes regarding the information obtained from the other state. Include the eligibility
factors verified, the name and phone number of the contact person, the date of
contact and the information obtained from the contact.
14 Continue processing the application.
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8.4.5

While performing application and case processing tasks, if a task needs to be created for

Initiate Tasks

another workgroup to complete an activity on the application or case, initiate a task. The task is
initiated from within the case by selecting Tasks from the Left Navigation bar. Tasks related to
document rearrangement and rescanning are initiated from within the document and
automatically routed to the correct work queue..

8.4.5.1 Initiate Rescan Request Task
Step Initiate Rescan Request Task
1 From the View Document Details page, under the Options cluster, click Rescan.
T ————————————————————.
View Document Details: James Smith - 1534 |
Document: Document Name
Client/Case Name: James Smith File Date: 12/31/06
Receipt Date:  12/31/06 Scan Date: 12/31/06
Delivery Method:  Mall Document Type: Vital Statistics
Language: English Status: Accepled
Rearrange - Rescan Requested? [T
Requested?
Best Available Image? [~
Document Comments
Comments
i
( Edit ][ Delink ] [ Close |
e The WFMS creates and forwards a Rescan Request task to the Document Center.
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8.45.2 Image Rescan is lllegible

If an image of a document that is necessary for application/case processing has been

rescanned, but is still illegible, it may be necessary to generate correspondence requesting the
document be resubmitted.

Step Image Rescan is lllegible

1. When reviewing a document that is illegible due to poor quality of the image, a user clicks

Rescan. If the image has already been rescanned, a popup message notifies the user of this
information. The image rescan is illegible.

2. Send a FI 2032 — Pending Verifications for Applicants/Recipients, attach a copy of the

illegible document image, and request another copy which can be read. Refer to Section
3.11.4, Sending Notices <insert hyperlink>.
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8.4.5.3

Initiate Rearrange Document Task

Step Initiate Rearrange Document Task
1. From the View Document Details page, under the Options cluster, click Rearrange.
=
£
View Document Details: James Smith - 1534
Options
Details
Document: Document Name
Client/Case Name: James Smith File Date: 12/31/06
Receipt Date:  12/31/06 Scan Date: 12/31/06
Delivery Method:  Mail Document Type: Vital Statistics
Language: English Status: Accepted
Rearrange r Rescan Requested? r
Requested?
Best Available Image? [
Document Comments
Comments
J
[ Edit ][ Dedink | [ Close |
e The WFMS displays the Task Description page.

2. Enter specific instructions in the Task Description box, describing what pages need to be
rearranged.
|

Task Description: James Smith - 1534 '?
Task Instruction
Page 3 and 4 are out of order. Page 4 needs to come before page 3. _‘I
Task Description:
/)
[ Submit ][ Cancel |
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Step Initiate Rearrange Document Task
3. Once all instructions have been entered, click Submit.
e The WFMS creates and forwards a Rearrange Document task to the appropriate
Workgroup.
8.454 Initiate Potentially Duplicate Application/Re-determination Task
Step Initiate Potentially Duplicate Application/Re-determination Task
1. From the Application or Case Home page, click Tasks from the left Navigation bar.
»
e The WFMS displays the Tasks Home page.
2. Click Create Task.
HIPPY CASETWOD - 2000086369
Create Task |
e The WFMS displays the Select Task Type page.
3. Click Select next to ‘Potentially Duplicate Application/Re-determination.’
Select Potentially Duplicate Application/Redetermination
e The WFMS creates and forwards a Potentially Duplicate Application/Re-determination
task to the appropriate Workgroup.
8.45.5 For Future Use
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8.4.5.6 Initiate Suspected Fraud Referral Task
Step Initiate Suspected Fraud Referral Task
1. From the Application or Case Home page, click Tasks from the left Navigation bar.
L)
e The WFMS displays the Tasks Home page.
2. Click Create Task.
HIPPY CASETWOD - 2000086369
Create Task |
e The WFMS displays the Select Task Type page.
3. Click Select next to ‘Suspected Fraud Referral.’
Select Suspected Fraud Referral to Compliance Unit
e The WFMS creates and forwards a Suspected Fraud Referral task to the appropriate
Workgroup.
8.45.7 Initiate Benefit Underissuance or Benefit Recovery Referral Task
Step Initiate Benefit Underissuance or Benefit Recovery Referral Task
1. From the Application or Case Home page, click Tasks from the left Navigation bar.
»
e The WFMS displays the Tasks Home page.
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Step

Initiate Benefit Underissuance or Benefit Recovery Referral Task

Click Create Task.

HIPPY CASETWOD - 2000036369

Create Task |

e The WFMS displays the Select Task Type page.

Click Select next to ‘Benefit Underissuance’ or ‘Benefit Recovery Referral.’
Select Benefit Underissuance or Benefit Recowvery Referral

e The WFMS creates and forwards a Benefit Underissuance or Benefit Recovery Referral
task to the appropriate Workgroup.
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8.4.5.8 Initiate Additional Information Submitted Task
Step Initiate Additional Information Submitted Task
1. From the Client Home page, click Tasks from the left Navigation bar.
e The WFMS displays the Tasks Home page.
2. Click Create Task.
Tasks: HIPPY CASETWOD - 2000086369
e The WFMS displays the Select Task Type page.
3. Click Select next to ‘Additional Information Submitted.’
Select Additional Information Submitted
e The WFMS creates and forwards an Additional Information Submitted task to the
appropriate Workgroup.
8.4.5.9 Initiate Medical Assignment Good Cause Request Task
Step Initiate Medical Assighment Good Cause Request Task
1. From the Application or Case Home page, click Tasks from the left Navigation bar.
e The WFMS displays the Tasks Home page.
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Step

Initiate Medical Assignment Good Cause Request Task

Click Create Task.

HIPPY CASETWOD - 2000036369

Create Task |

e The WFMS displays the Select Task Type page.

Click Select next to ‘Medical Assignment Good Cause Request.’

Select Medical Assignment Good Cause Request

e The WFMS creates and forwards a Medical Assignment Good Cause Request task to
the appropriate Workgroup.
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8.4.5.10 Initiate Systematic Alien Verification for Entitlement (SAVE) Request Task
Step Initiate Systematic Alien Verification for Entitlement (SAVE) Request Task
1. From the Application or Case Home page, click Tasks from the left Navigation bar.

OTasks

e The WFMS displays the Tasks Home page.

2. Click Create Task.
HIPPY CASETWOD - 2000086369
Create Task |
e The WFMS displays the Select Task Type page.
3. Click Select next to ‘Systematic Alien Verification Entitlement (SAVE) Request.’
Select Systematic Alien Verification Entitlement {SAVE) Request
e The WFMS creates and forwards a Systematic Alien Verification Entitlement (SAVE)
Request task to the appropriate Workgroup.
8.4.5.11 Initiate ACS Policy Request Task
Step Initiate ACS Policy Request Task
1. Access the network folder. Refer to Section 3.11.4.12, Sending Notices, Creating an
Attachment from the File Server <insert hyperlink>
2. Access the shared drive.
3. Open the Paolicy Interpretation Request/Response Form.
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Step Initiate ACS Policy Request Task
4, Complete all appropriate fields on the Policy Interpretation Request/Response Form.
POLICY INTERPRETATION REQUEST/IRESPONSE
Request Submitted By: [l
Requestor's Location:
Date Submitted:
WMS App # or ICES Case # Cat.iSeq:
Request Submitted for following programs:
[] TANF Medicaid: State Funded Program:
[] Food Stamps [] Aged, Blind & Disabled [l RBA
[] Refugee Assistance [ ] Hoosier Healthwise []ARCH
CIHIP [] CSHCS
[] Medicaid Burial
Topic(s):
Situation Description:
CQuestion(s):
Submitter's Proposed Response:
5. Name the form and save it to the hard drive.
6. From the Application or Case Home page, click Documents from the left Navigation bar.
| Documents |
e The WFMS displays the Documents page.
7. Click Attach Document.
HIP CASEONEQ - 2000086377
( Search Non-Indexed Documents | [ Attach Document |
e Attach the Policy Interpretation Request/Response Form to the case.
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Step Initiate ACS Policy Request Task

8. Click Tasks from the left Navigation bar.

0 Tasks

e The WFMS displays the Tasks Home page.

9. Click Create Task.
HIPPY CASETWOD - 2000086369

Create Task |

e The WFMS displays the Select Task Type page.

10. Click Select next to ‘ACS Policy Request.’
Select ACS Policy Request

e The WFMS creates and forwards the ACS Policy Request to the appropriate Coach.

8.4.5.12 Initiate Reported Change Task

Step Initiate Reported Change Task

1. From the Application or Case Home page, click Tasks from the left Navigation bar.

Note: If a reported change task relates to the HIP case, you must be in the HIP case to
create this task. If the reported change task relates to any other type of case (Food
Stamps, TANF, Medicaid), you must be in that case to create the task for that case
from the Left Navigation bar.

Biishe)

e The WFMS displays the Tasks Home page.
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Step Initiate Reported Change Task
2. Click Create Task.
HIPPY CASETWOD - 2000086369
Create Task |
e The WFMS displays the Select Task Type page.
3. Click Select next to ‘Reported Change’
Select Reported Change
e The WFMS creates and forwards the Reported Change task to the appropriate queue.
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8.4.6

Solicited Document(s)

Refer to Section 3.11.5, Processing Solicited Documents <insert hyperlink>.

8.4.7

8.4.7.1

Workgroup 2 Coaches Work Instructions

Returned by State

A State Eligibility Consultant (SEC) gets a State Review and Eligibility Determination task and
determines that additional work needs to be performed by the Coalition prior to determining
eligibility. The SEC enters the reason for returning the task in case notes, and creates a
Returned by State task which is received by the appropriate Coach’s queue.

Step Returned by State
1. From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.
Task ID Task Type Assigned To Priority Due Date Status
9000028450 1013 - Returned by State High 10/15/2007 Open
e The WFMS displays the Task Home.
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Step Returned by State
2. View the Subject and Task Instructions.
{= F55A - WFM5 Task Home - Windews Internel Explorer
G = b st ol e, ot 11 2 EAHCESAppko stionen_LSTasMansgement_bidktomePage.dotte v if Certificate frror | 43 X =
U
WG| PLIA L WNE Tak Home B = B & v peo - Tk -
1613 - Returned by Stata
I}
= Task 107 SOD02E450 Statuat Unrasarved
N Pronty: High Deadine: . 10/15/2007 11:07
Resarved By: Last Aspignad: 12/12/2007 16:58
Tena Worked: 00:00 [Change] Park Deadina;
Case Homa Pape
# i Intesnet oo -
3. Under the Supporting Information cluster, click Case Home page.
e The WFMS displays the Case Home page.
4. Navigate to ICES. Enter TRAN: CLRC; PARMS: ICES Case Number/MMDDYYYY. Press
Enter.
NEXT TRAN: CLRC PARMS:
5. Review the case notes to determine the reason(s) for returning the case.
6. Resolve the outstanding issues, contacting the SEC who returned the case (if needed).
7. In ICES, Press PF2 to update CLRC notes. Include any actions taken to resolve the
outstanding issues and any contacts made.
8. Click Home in the upper right corner.
e The WFMS displays the User Home page.
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Step Returned by State
9. Click the Task ID for the Returned by State task with an Open Status.
Task ID Task Type Assigned To Prioriby Due Date Status
9000028450 1013 - Returned by State High 10/15/2007 Open
e The WFMS displays the Task Home page.
10.
_ 5 _ Task Home ?
[ rwvigation )
: A 3 Close Task Park Task EQmﬂ[dIﬂsk
o The WFMS displays the Forward Task page. Once the reasons the task was returned
by FSSA are resolved, use the drop down box and select the appropriate FSSA Work
Queue.
| Assignment Details
Assign To: | Work Queue =]
e Enter task instructions in the Task Instructions box.
&
e Click Save.
o The WFMS forwards the Returned by State task and refreshes the Task Home page
with the next task.
Indiana Eligibility Modernization Project Page 8.4-85 Version 1.4

February 29, 2008 Volume 4. HIP SSPM




8.4.7.2

ACS Policy Request

An ACS Policy Request task is created and forwarded to the Coach by an EA or ES, while
performing HIP application and case processing tasks. If unable to resolve the policy issue in
guestion, the ACS Policy Request task must be forwarded to the ACS Policy Unit for resolution.

Step

ACS Policy Request

1.

From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.

= mily and Social
es Administration

== ACS Supervisor Home

Process Request for Services Case
Apply Now Person
Create Application Case Document
Create User Defined Task Task
Change Password User

i recent items =

Get Next Task

4‘ FPY
Task g;:stpnma Task Name Status PBriority Due Date
2000005639 sue client 1077 - ACS Policy Request Reserved Medium 2’;1_?;2“7

e The WFMS displays the Task Home.

2. View the Subject and Task Instructions.
Social
e Administra
Help
Close Task Park Task Forward Task
1077 - ACS Policy Request
Task ID: 9000005639 Status: Reserved
recent items ) Priority: Medium Deadline: 9/14/2007 15:11
Reserved By: April Rogers Last Assigned: 9/19/2007 22:15
Time Werked: 00:00 [Change Park Deadline:
Case Reference
IResearch and resolve questions. Escalate to State Policy, as needed. Send results back to initiating worker/workgroup. |
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Step ACS Policy Request
3. Under the Supporting Information cluster, click Case Home page.
Task Home
: Close Task Park Task Forward Task
e
1077 - ACS Policy Request
etaits |
. Task ID: 9000005639 Status: Reserved
recent items Priority:  Medium Deadline: 9/14/2007 15:11
: Reserved By: April Rogers Last Assigned: 9/19/2007 22:15
Time Worked: 00:00 [Change Park Deadline:
Primary Action Supporting Information
Case Reference
Research and resolve questions. Escalate to State Policy, as needed. Send results back to initiating worker/workgroup.
e The WFMS displays the Case Home page.
4. Click Documents from the left Navigation bar.
(= FSS& - WIMS Case Home: TEDDY TESTCASEC - 3000381032 - Windows Internet Explores & ||
G:.. = | hetpffstiok api e doc 1121 3HESSapcl ationfen US/EMS: andard_homePage dotcaellimind v 4 Cortficatelimor | 43 X [
Fle B8 fow Fpedies ook el
WG | PEEA L WEME Carte Mome: TEDDY TESTCASEC - 3000... _ R o N~ TR T s ™
‘2
Case Home: TEDDY TESTCASEC - 3000381032
Review Asset/Trust Proc
Submit Case for Authorization Subr
Status Date: 10/10/2007
Status: Open
Y
Full Name: TEDDY TESTCASEC
Date of Birth: 6/11/1967
21559 CYNTHEANNMNE RD
Home Address: NOBLESVILLE, Indiana 46060
Harnilton
Phone Numbers
< i = ¥
@:Mm.nmuznmﬁmmummmwum&m_o L i ineesnet 50 -
e The WFMS displays the Documents page.
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Step

ACS Policy Request

Click the Document Name hyperlink for the ACS Policy Interpretation Request/Response
Form.

e The WFMS displays the View Document Details page and an image of the ACS Policy
Interpretation Request/Response Form opens in a separate window.

Review the information on the ACS Policy Interpretation Request/Response form, including
the Case Information, Programs, Situation Description, Question(s) and Requestor’'s
Proposed Response.

Research and resolve policy question(s) on the Policy Interpretation Request/Response
Form, updating the form as appropriate and saving it back to the case.

e |f able to resolve policy question(s), continue with Step 8.

e If unable to resolve policy question(s), enter case notes regarding actions taken and skip
to Step 12(a) to forward the task.

Navigate to ICES. Complete all applicable ICES screens or forward the policy response to
the queue and workgroup from which it was submitted.

Enter TRAN: CLRC; PARMS: ICES Case Number. Press Enter.

NEXT TRAN: PARMS :

e Enter case notes regarding the resolution of the ACS Policy Request task.

10.

Click Home in the upper right corner.
e The WFMS displays the User Home page.

11.

Click the Task ID for the ACS Policy Request task with an Open Status.

S
‘i@ Family and Social
‘% Scrvices Administration

O Process Request for Services Case

Apply Now Person
N Create Application Case Document
Create User Defined Task Task

Change Password User

[ recent items

§ Get Next Task

My Tasks

Case Primary
Task Client

9000005639 | sue client 1077 - ACS Policy Request Reserved Medium 32%‘1“?””7

e The WFMS displays the Task Home.

Task Name Status Prionity Due Date

12.

Under the Options cluster, click Close Task.
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Step

ACS Policy Request

] recent items

Task Home

Options

Park Task

Forward Task

Help

1077 - ACS Policy Request

Task ID: 9000005629

Priority: Medium

Reserved By: April Rogers
Time Worked: 00:00 [Change

Primary Action Supporting Information

Status: Reserved
Deadiine: 9/14/2007 15:11
Last Assigned: 9/19/2007 22:15
Park Deadline:

Case Reference

Task Instructions

Research and resolve questions. Escalate to State Policy, as needed. Send results back to initiating worker/workgroup.

a. If the task has not been resolved, it is necessary to forward the ACS Policy Request
task to the ACS Policy Unit. Under the Options cluster, click Forward Task.

Social

es Administration

| recent items

e The WFMS displays the Forward Task page.

Task Home

Options
Close Task

Subject

1077 - ACS Policy Request

Task ID: 9000005639

Priority: Medium

Park Task

Reserved By: April Rogers
Time Worked: 00:00 [Change

Primary Action Supporting Information

Eorward Task

Status: Reserved
Deadline: 9/14/2007 15:11
Last Assigned: 9/19/2007 22:15
Park Deadline:

Case Reference

Help

Task Instructions

Research and resclve questions. Escalate to State Policy, as needed. Send results back to initiating worker/workgroup.

13.

Under the Assignment Details cluster, use the drop down box to select to Assign To: Work

Queue.

recent items

Assignment Details

Forward Task: acspolicyrequest-Case - 9000005639

*Assign To: |Work Queue

]

S

. " ]
Task Instructions
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Step

ACS Policy Request

14.

mily

recent items

1d Social
Administration

Click the Magnifying Glass icon.

Forward Task: acspolicyrequest-Case - 9000005639

—
.
= ] Assignment Details

*Assign To: |Wurk Queue

Task Instructions

o The WFMS opens a separate window that displays work queues.

15.

navigation

recent items

Task Instructions

Click Select next to ACS Policy Unit.

Forward Task: acspolicyrequest-Case - 9000005639

“ Assign To: | Work Queue

]

Assignment Details

[

Select Work Queus i
Action Name Administrator User Subscription
Select ACS Communications ADMINISTRATION USER Yes
ACS Policy Unit ADMINISTRATION USER Yes
Select Applications ADMINISTRATION USER Yes
Select Applications - Adult ADMINISTRATION USER xes
Select Applications Hoosier Healthwise ADMINISTRATION USER Yes
Select AEps/ReGets oty Gathertng ADMINISTRATION USER Yes
Interviews non FS
Apps/Redets-Data Gathering .
Select Tt s T B R ADMINISTRATION USER Yes
Select apsfBedcte Bata St iny ADMINISTRATION USER Yes
Interviews w/FS
Apps/Redets-Data Gathering .
Select Interviews w/ES - Adult ADMINISTRATION USER Yes
Apps/Redets-Interviews -
Select Waiver/Nursing * 2 ADMINISTRATION USER Yes
Select Arbor Area Queue ADMINISTRATION USER Yes
Select Arbor Communications ADMINISTRATION USER Yes
Select Arbor Complaints ADMINISTRATION USER Yes
Select Asset/Trust ADMINISTRATION USER Yes
Select Benefit Recovery ADMINISTRATION USER Yes
Select Changes ADMINISTRATION USER Yes
Select Changes-Adult ADMINISTRATION USER Yes
Select Coaches ADMINISTRATION USER Yes
Select Coaches - Adult ADMINISTRATION USER Yes
Select Complaints ADMINISTRATION USER Yes
Select DEFAULT ADMINISTRATION USER Yes
SR P —— - T = -
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Step

ACS Policy Request

16.

e Click Save.

e The WFMS creates and forwards the ACS Policy Request task to the ACS Policy Unit
and refreshes the Task Home page with the next task.
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8.4.7.3  ACS Policy Unit Response
An ACS Policy Unit Response task is created and forwarded by the ACS Policy Unit.

Step ACS Policy Unit Response
1. From the User Home page, under the My Tasks cluster, view the Task Name and click the
Task ID.
My Tasks
TaskiD) Caseld  Document Subiect Stalus  Priority  Due Dats
204 123456790  Birh Rearrange Document: Case: 1234567890, Client:  gpan Low 7/30/2004
L Cerificate 123436789012 o000

e The WFMS displays the Task Home.

2. View the Subject and Task Instructions.
Task Instructions:
e Review the response from the ACS Policy Help Desk.

¢ If no additional information is required, make appropriate changes to the WFMS and
ICES.

e If additional information is needed to finish processing, send a request for verification to
the applicant(s)/Client(s).

3. Under the Supporting Information cluster, click Case Home page.
e The WFMS displays the Case Home page.
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Step

ACS Policy Unit Response

Click Documents from the left Navigation bar.

{7 FSSA - WEMS Case Home: TEDDY TESTCASEC - 3000381032 - Windows Internet Explorar [E =&
$o - £ remmiiostsmn s ko 121 CSS Ak st LISIENSadird homePage. dofcmeli=ttn | Contfcatetner | 41 X B
B E% Wew Fgertes oo Heb
% G | EPoSA - WENS Cae Home: TEDOY TESTCASEC - 2000.. B B - eee - e~
NS
= A Case Home: TEDDY TESTCASEC - 3000381032
0 boau |
: options |
O Review Asset/Trust Proc
- Submit Case for Authorization Subr
L]
. Yata Collectic Status Date: 10/10/2007
. et Status: Open
zndparty novem checi
o _ Full Name: TEDDY TESTCASEC
" Requests Date of Birth: 6/11/1967
. Correspondenc 21559 CYNTHEANNMNE RD
O Mote Home Address: NOBLESVILLE, Indiana 46060
O Assetf Trust Reviey Hamilton
: ™ T (e = " M
Fithpes: stk apl] . local |21 3 HCSSApphestionfen_LEEMSandad_resohveChecddest SPePage. dotoass D=S00 L 0526258 __o i i!]rtunet s -

e The WFMS displays the Documents page.

Click the Document Name hyperlink for the ACS Policy Interpretation Request/Response
Form.

e The WFMS displays the View Document Details page and an image of the ACS Policy
Interpretation Request/Response Form opens in a separate window.

Review the response from the ACS Policy Help Desk and make any appropriate changes to
the WFEMS and/or ICES.

Note: Changes may only be made in the WFMS when an application has not yet been
registered in ICES.

Navigate to ICES. Complete all applicable ICES screens as a result of the ACS Policy Unit
Response.

Determine if additional information is required based on the ACS Policy Unit Response.

o Refer to Section 3.11.4, Sending Notices <insert hyperlink> if additional information is
needed as a result of ACS Policy Unit response. If no additional information is needed,
go to Step 9.
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Step ACS Policy Unit Response

9. Enter TRAN: CLRC; PARMS: ICES Case Number. Press Enter.

NEXT TRAN: CLRC PARMS: 3000076384

e Enter case notes regarding the resolution of the ACS Policy Request task.

10. Click Home in the upper right corner.
e The WFMS displays the User Home page.

11. Click the Task ID for the ACS Policy Request task with an Open Status.
INSERT SCREEN SHOT WITH SPECIFIC TASK NAME.
e The WFMS displays the Task Home.

12. Under the Options cluster, click Close Task.
. Family and Social Services Administration o
Task Home —— .
e The WFMS refreshes the Task Home page with the next task.
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